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These beautiful erasers are color-coordinated to lighten 
... brighten your work! New STENORACE erasers come 
in stick form or circular shape. Both are available in your 
choice of stunning fashion tones. Pastel pink features a 
medium soft eraser compound. Pastel green features a 
firm compound. Manufactured by EBERHARD FABER, 
makers of more than 75 “paper-mated” erasers — the 
world's largest and most complete line. See them at your 
nearest stationery supplier. 


© 1960 Eberhard Faber Inc 
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NEW STENORACE 


PASTEL TYPEWRITER ERASERS 


In Fashionable Cosmetic Colors 


SINCE 1849 


EBERHARD FABER 
pila 4 Jaen an. weong 


Wilkes-Barre, Pennsylvania/ New York/ Toronto, Canada 






























No willing pupil ever 
need fail shorthand? 








Just increase the amount of practice HG using 


DICTATION DISCS 


Look atwhat 
users of Dictation Discs 


“These records have helped me se- 
cure a much better position than I 
had previously.” 
MRS. R. L. HENDERSON 
Portiand, Maine 


“I am a.teacher of Gregg Short- 
hand and Dictation Discs have 
been very valuable in my short- 
hand classes. My students enjoy 
taking dictation by these records.” 
MISS BETTY BURNS 
Valdese, No. Car. 





“After using your records faithful- 
ly I gained enough confidence to 


position within two days.” 
CAROL WETZEL 
Dayton, Ohio 


Ask Your Teacher about Dictation Discs! 








45 RPM SETS — $5.75 EA. (ANY TWO SETS — $9.95) 
Each Set Contains 4 Records 


[) Set No. 38 Brief form [} Set No. 47 Office Style 
and phrase letters 60, 70, 80, 90 Dictation untimed 
C) Set No. 380 Brief form [] Set No. 49 Court Reporting . 130 to 180 
and phrase letters 100, 110, 120, 130 [] Set No. 50 Legal 80 to 120 
[) Set No. 39 the 500 commonest [] Set No. 51 Medical 80 to 120 
words in letters 60, 70, 80, 90 [] Set No. 52 Progressive 50 to 160 
[Cj Set No. 390 the 500 c - 
C) Set Re. 290 me RO i aie COMPLETE COURSES ON 45 RPM 
words in letters 100, 110, 120, 130 ie 10 to 100 697.50 
[) Set No. 40 Letters 40, 45,50, 55,60 ©) Course! Res dein: mp SER nny 
. I as (includes Sets 38, 39, 40, 400, 041, 042) 
ia Set No. 400 Letters 50, 60. 70 + Course II 70 to 130 wpm $27.50 
— * ‘ fe c > C 4 > — zi s 
] Set No. 041 Letters 60, 70, 80 (includes Sets 380, 390, 410, 420, 043, 
(Cj Set No. 410 Letters 70, 80, 90 044) 
0 Set No. 042 Letters 80, 90, 100 a Both Courses € omplete ( I and I1)—$50 
[] Set No. 420 Letters 90, 100, 110 
[) Set No. 043 Letters 100, 110, 120 78 RPM = t - — 
‘ee ae om 
[) Set No. 044 Letters 110, 120, 130 <7 CRESTED POF OEE? 
[) Set No. 430 Letters 120,130,140 Setél Pct otc 
0 Set No. 440 Letters 130, 140, 150 C) Set 62 A 90 to 110 wpm 
— ee ' [) Set 63 110 to 150 wpm 
[] Set No. 450 5-minute letters .. 60 to 100 
[] Set No. 460 5-minute letters . 100 to 140 333 LP — $8.75 
[) Set No. 45 Brief form (2 records per set) 
and phrase list 40, 50, 60, 70, 80, 90 (] Set 71 60 to 100 wpm 
( Set No. 46 Regents Tests 80 [jy Set 72 90 to 130 wpm 





With Dictation Discs... 


You triple the amount of dictation practice 


You lessen the possibility of failing 
You get higher marks in shorthand 


You boost your speed quickly and easily in the com- 
fort and privacy of your home 


You practice at speeds custom tailored to your needs 


saya bout then @ You gain superior speed and a better job at higher pay 





below, and start developing speed immediately. 


Mail This Coupon Today! 


Dictation Disc Company 
De 


faton Qs, 
c 


170 Broadway, Dept. TS-3 
New York 38, New York 


Please send me the sets | have indicated, 
| enclosed check in the amount of 
plus 25c for postage and handling. | must 
be delighted, and gain speed, or may re- 
turn records in 10 days for full refund. 


Each set contains four 45 rpm records, 
approximately 31 different business let- 
ters, 48 minutes of dictation. All sets con- 


tain different material. Order several sets 
and gain speed faster. 


NAME 
ADDRESS 


city ZONE STATE 


The voices of 22 different radio announcers provide you with 


— expert dictation at speeds of 40 to 160 wpm on more than 100 
apply for one of the better posi- . ‘ : 
tions here in Dayton. I was given different 45 rpm phonograph records. ca 
a test and had an excellent steno Order your Dictation Disc Sets now by filling in the coupon 
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IT'S 
NOT 
FAIR! 





That’s what I said when the job I was so sure I deserved went 
to another woman. 

I couldn’t understand why I wasn’t getting ahead. Women 
with less experience and less seniority than | were being pro- 
moted. Why wasn’t I? 

Why wasn’t I being given a chance at more interesting, 
high-paying jobs? I was reasonably attractive, a hard worker. 
I FIND THE ANSWER 

Finally I asked a woman in a good executive position to 
tell me frankly what my trouble was— why I was being kept in 
the same old job. What she told me changed my whole life. 

The secret of her success was training. She told me that 
to get ahead in these competitive times. experience isn’t enough. 
Women need training for advancement—just as men do. 

Then she told me where to get the training I needed —from 
International Correspondence Schools. the success-proven 
method of getting ahead. I.C.S. has hundreds of courses, cover- 


For Real Job Security —Get an I.C.S. Diploma! I.C.S., Seranton 15, Penna. 





ASSISTANT Pag. 
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ing almost any subject you can think of. 
Accounting, Advertising, Professional Secretary, Sketching and 


Bookkeeping and 


Painting—-to name just a few. 


FREE CAREER KIT TELLS ALL 

I wrote to LC.S. and received a free Career Kit with 3 
famous booklets that have helped so many people—men and 
women —to find real success: “How to Succeed” Career Guide 
with all kinds of tips on how your personality and outlook can 
affect your job future: “Career Catalog” outlining job oppor- 
tunities in my field; and a sample I.C.S. lesson that quickly 
demonstrated how the famous I.C.S. method works. 

Since I enrolled with LC.S. I’ve already had a raise and a 
promotion. My boss knows I’m getting the training I need to 
get ahead. 

If you are being left behind while others get the better, 
higher-paying jobs—don’t wait! Start this minute toward more 
pay, a more interesting future, by mailing this coupon today. 


Accredited Member 
National Home Study Council 


INTERNATIONAL CORRESPONDENCE SCHOOLS 





DEAN OF WOMEN, BOX 61096B, SCRANTON 15, PENNA. 
Without cost or obligation, send me “How to Succeed” and the opportunity booklet about the field BEFORE which | have marked X (plus sample lesson) : 


ART 

Commercial Art 

Magazine Illus. 
|] Sign Painting and Design’g 
__} Sketching and Painting 


C] Business Management 

[1 Clerk Typist 

[| Creative Salesmanship 

[] Managing a Small Business 
[] Professional Secretary 


rc 


[] Public Accounting 

BUSINESS [) Purchasing Agent 

Accounting _ hi 

Advertising L Real Estate Salesmans ip 
_] Bookkeeping and Cost (_) Salesmanship 

Accounting L_| Salesmanship and 

Business Administration Management 
Name - ~ Age Home Address 
City Zone State — 
Occupation 


Canadian residents send coupon to International Correspondence Schools, Canadian, Ltd., 
Montreal, Canada. .. . Special low monthly tuition rates to members of the U. S. Armed Forces. 


(in Hawaii, reply P.O. Box 418, Honolulu) (Partial list of courses) 


Traffic Management 


CHEMICAL 

(] Analytical Chemistry 
[] Chemical Engineering 
[} Chem. Lab. Technician 
[] General Chemistry 


HIGH SCHOOL 
C] Good English 
[}) High School Diploma 
{} High School General 


H. S. College Prep. 
(Eng’r’g & Science) 
} High School Math 
High School Science 
Short Story Writing 


LEADERSHIP 
Industrial Supervision 
Personnel-Labor Relations 
Supervision 

LC) Other 


Working Hours A.M. to P.M.__ 

















Entirely NEW CONCEPT in 
Office Machine Stands... 
Design — Construction — 
Performance — Value 





New Concept In: 
e Strength & Rigidity 
Safety e 


Machine 
Operator Comfort 

¢ Retract-a-bility ¢ Portability 
e Stay-bility 


Design — Charles E. Jones and Associates, Inc. 





Write for NEW ‘61 Catalog 


TIFFANY STAND CO. 


7350 Forsyth «+ St.Louis 5, Mo 











BOSTON 


PENCIL SHARPENERS 
pe , 
od 





easy mounting 
on any surface 


Now Boston’s all-metal pencil sharp- 
eners can be mounted anywhere. 
There is a Boston for every purpose 
and the mounting kit fits 


are guaranteed for 1 year. 


C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 








every model. All sharpeners EAM. 
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The Gift of Tongues 
To Tue Epiror: 


A good deal of attention is now being 
directed toward the introduction or ex- 
pansion of foreign language instruction 
in our schools. Mr. Malley’s letter in 
your January issue indirectly emphasizes 
this need again. 

What is special about chemical secre- 
taries is special also about those work- 
ing in any other technical field—be it 
law. medicine or whatever—where the 
vocabulary consists of words of many 
derivations. There can be no profession 
where a good background knowledge of 
languages is of more importance than it 
badly 


written manuscripts could be the more 


is to the secretary. How many 


correctly interpreted, how many more 
new phrases understood at sight. if some 
knowledge were included in the back- 
eround of the secretary? Etymology can 
be a science of its own: it can also be an 
invaluable tool and an ever-intriguing 
interest to anyone concerned with com- 
munication. 

I speak from experience: with only 
parliamentary and general commercial 
vocabularies, | found myself in a world 
of scientific terms ranging from the over- 
all descriptions of structural geology 
through mineralogy to the niceties of the 
micropaleontological bibliography. This 
is not the kind of work where the finished 
manuscript is produced at the first draft. 
but how much harder it would have been 

and still would be—without the back- 
ground of Latin. French and German 
included in a European high-school edu- 
cation. More language study please! 

Sincerely, 


(MISS) DENISE M, JOHNSON 


All In Favor? 
To THe Epiror: 
Il have “Mrs. 


series for some time. as I am a wife. 


enjoyed Secretary” 


mother and private secretary. I feel that 
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I am doing a magnificent job at all three 
and ten other mothers here in the office 
have the same feeling. 

That is why | became terribly per- 
turbed when I come upon the comments 
in the February issue of Topay’s 
SECRETARY—when seven girls (Misses) 
were against the working mother. No 
one should argue a point when they have 
had no experience or know anything 
about the subject. 

Evidences from experts have proven 
time and time again that a working 
mother does not put a hardship on her 
family. but that she can make a happy 
family. 

\ working mother becomes a center 
of attraction to her family when she 
arrives home for she, too, has been in 
the business world and has come in con- 
tact with current events. She is not a 
dull or bering person. but has always 
something intelligent to say to her hus- 
band and family whenever a topic of 
conversation arises. A working mother 
is always up to date in fashions, cos- 
metics. hairdos. events of the day. ete.... 
You will also find that working mothers 
are never without make-up. they are 
properly dressed at all times. but a 
mother at home will seldom do her hair, 
her nails or even wear make-up unless 
she is expecting someone. 

The working mother is also helping 
her family financially. In this way, the 
family is able to go on weekend trips, 
vo to theaters, buy new furniture, pay 
for the children’s higher education and 
other beneficial aids. 

\ working mother will not hamper 
her child’s happiness. for example, if 
she is working the same hours that her 
child is at school. A working mother 
with a small child who has a reliable 
person taking care of the baby need not 
be concerned about her child’s welfare. 

Let's have 


more experienced com- 


ments from the working mother. ... 
Sincerely, 
( MRS.) ARLINE R. M. ALVORD 
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INTERCHEMICAL CORPORATION’S 


INSTANT | 
COPY PAPER... is best 


coming and 
going!” 








For use on | 
Thermo-fax Machines 


opt. ts-461, INTERCHEMICAL Corporation, 


Copying Products Division, 417 E. 7th St., Cincinnati 1, Ohio. 


Name 
Company 
Address 
Please send further information. 


| would like a demonstration of IC Instant Copy Paper. 
March, 1961 























BROWNVILLE 
Paper Company 
Brownville, New York 


The Gettysburg Address 


Lincoln, the great emancipator, 
wrote his immortal words on a piece 
of brown paper sacking. 


Important documents today are 
typewritten with many copies. The 
need for more copies and greater 
legibility has led to the widespread 
use of Sea Foam Bond—America’s 
leading second sheet! 


Watermarked Sea Foam permits 
13 legible copies, lies flat, never 
creases or curls, erases in a whisk, 
and is available in seven colors 
for better channeling. 


Teachers, Secretaries, Bosses! Write on 
your letterhead for the SEA FOAM 
sample packet, today. Write Dept. T361. 

















HOW TO INCREASE 
YOUR TYPING SPEED 


Gosh, don’t fail typing this term. 
Develop your typing speed quickly and 
easily with our new typing record. 
This 33% LP record will have you 
typing faster than you ever dreamed 
possible. It clocks every minute of your 
typing. You type in minute spurts, and 
get a speed score after every minute. 
You keep a daily score on the chart 
provided to measure your improvement 
from day to day as your speed soars 
upward and upward. With the record 
you get a series of timed typings that 
are counted for you, along with simple 
instructions on how to use the record, 
and the secret of typing speed. Quick, 
before another day goes by, send $4 
postpaid for your DDC Typing Record 
'o Dictation Disc Company, Dept. 
TS-13, 170 Broadway, New York 
38, N. Y. Guaranteed to improve your 
typing speed or your money back. 
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ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
onty $135 





Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX Co., Dept. TS3 


2607 North 25th Ave. @ Franklin Park, Ill. 








Q. Should a or an be used in the follow- 
ing? 
. .. since you have received (a, an) 
M.S. degree... 
I'm confused because M is a consonant but 
has a vowel sound. 


A. A is used before all consonant 
sounds and an before all vowel sounds. 
Since the letter m is pronounced “em,” 
the article an should precede “M. S. de- 
gree.” On the other hand, a would pre- 
cede “C. P. A..” as the letter c is pro- 
nounced “see.” 


Q. In the following sentence, should the 
word writer be capitalized, since it refers to 
a specific person? 
Please refer the matter to either the 
(Writer, writer) or Mr. Smith, En- 
gineer, Bldg. 21. 


A. While you re correct in contending 
that personal titles should be capitalized 
when they refer to specific persons. such 
designations as banker, writer, etc.. 
should be treated as common nouns, not 
as titles. The meaning is entirely clear 
without capitalizing such words. 








Q. In the following sentence. is the cor- 
rect word nonavailablity or unavailability? 
The marketing of the machine was 


delayed because of (nonavailability. 
unavailability) of the paper to be used. 


A. Dictionaries can’t list all the words 
that may be made to indicate the opposite 
forms of words. The more frequent nega- 
tive forms are included, however. 

The general distinction between non 
and un or in words is that prefixing non 
to a word simply implies a negative mean- 
ing, whereas prefixing un or in implies a 
directly opposite quality. In the sentence 
you quote, unavailability would be pre- 
ferred. 
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BUSINESS ENGLISH 
E. Lillian Hutchinson 


SECRETARIAL PRACTICE ’ 
Madeline S. Strony 
| ' 


BUSINESS Law 
R. Robert Rosenberg 


| tele) €.4 4 4.11, ie} 
Marshall Hanna 
TYPEWRITING 
Alan C. Lloyd 
SHORTHAND 
Charles E. Zoubek 
| 
| 
QO. If. ina business letter. 1 sign my name | 
“lane Smith” and add “Secretary to Mr. 
lones.” if doesnt tell the re¢ iptent any 


neg. “Secretary to the ls reculive {ssistant 


| 

| 

f the Gene ral Vanage however. looks 
ither ridiculous. Is identification under my 


. , ° 
necessary tu hen the rec ptent doesnt 
| 


Know or care) who my ObOSS IS | THIS 
{. The form of signature to be used by | 
secretaries depends on circumstances. If PA : 





BUSINESS ARITHMETIC 
Vivian W. Aline 





the dictators name appears on the letter- 


head or if the recipient of the letter un- 
derstands the official capacity of the 


execulive, just 


Jane Smith (signed) The degree of cleanliness achieved by new Columbia Plastisol 
Secretary to Mr. Jones (typed) Spirit Ready-Masters was but a few years ago only a laboratory 
= suflicient. dream and a typist's hope 
However, if the conditions just men- This new cleanliness is the product of Columbia research and 
tioned do not exist and the re ipient development. It is obtained by the use of chemically integrated 
should have the information as to the dyes suspended in plastic composition 
| 


authority of the dictator, the longer title F 
In preparation, handling and duplicating of all types of masters 

you quote Is suitable. 

from simple carbon units to complex forms for office systems 


applications and data processing, cleanliness is the word— 





7 f Jurotive ind tera 
iW 
O} 4 In addition to eanliness the user is assured crisp, clear copies 
rg. throughout the duplicating run. Long highly uniform runs and the 
rm . ability to re-run are added assets. And the new Plastisol Spirit 
i } goer C y C-Fru C occed s O p 
Ready: Masters go into action immediately—no build-up with the 
resultant waste of paper 
: : Whether it's in flat sheets, master units, continuous forms, tele- 
Q. lr the writing of purchase orders 
x 


: : ; typewriter rolls or interleaved sets, a Plastisol spirit carbon will 

should the singular or plural form be used ES - 
handle the job. Get this new cleanliness. Get Columbia Plastisol 

hen more than one item is called for? 


Spirit Duplicating Masters 
1. The usual prac tice in this situation For free demonstration consult yellow pages for Columbia 
is to use the plural form. For example: | dealer nearest you. For further informotion write to “Plastisol 


Teapot Division” at their address below. 





l 
21 Cups and Saucers 

[tems sold in bulk, however, would be 
written: 


> gals. Paint 


CO Phin 6 Adee cad OMe gee PLASTISOL SPIRIT MASTERS 


, 


on and an ellipsis. but the quoted matter 
loes not ¢ ontain a ¢ omple te sentence. should BY 


ri} 





ie sentence end with three or four periods? 


{. When a sentence ends with quoted 
words that do not themselves make a 
complete sentence, four periods should 
be used—three to indicate the omitted 
words plus one as the regular end-of-sen- 
tence punctuation. For example: 

Interjections occur freely in con- Columbia Ribbon & Carbon Mfg Co., Inc., Glen Cove, N. Y. 

versation, but they are “of negligi- Columbia Ribbon & Carbon Pacific, Inc., Duarte, Calif. 

ble importance in commercial cor- 

respondence 
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ANALYZED FREE! 





This Sensational Free Offer is Made by ¢ 


Famous EAGLE Products: 


EAGLE MIRADO>?174 





3 C 

That Belong in Every Office! 
e 

2 YC 

; EAGLE MIRADO' EAGLE STICKPEN —: 

n In 

< de 

~ ar 

>. Deservedly the world’s largest-selling pencil— | The new ball pen with the dependable writing | c| 

e because its unmatched smoothness, point strength | “feel” that makes every other office pen a relic! | - 

~J and durability are guaranteed, in pencil after pencil, | Its silvered tip cushions the stainless steel ball for ti 

< by famous Eagle “Quality Control.” No other pencil | smoothest writing, without skips and false starts. D 

is made to the exacting standards of Eagle Mirabo. | The molded, unbreakable barrel with its sculptured | C 

WW You'll know what real writing feels like, the | ‘Finger-Fit” grip rests in your hand more comfort- b 

moment you touch Mirapo’s more perfect point | ably! The solid brass cartridge — filled with the : 

to paper! finest ink — occupies the full length of the pen. : 

P 

j fi 

Every up-to-date office has, or should have, Eagle Miravo pencils and Eagle Stickpens. Just cut out | t 

the word “Mirabo” or the word “Stickpen” from the box or wrapper that contains these famous . 

Eagle products. Attach it to the coupon below. Enclose only 10c for postage and handling. 

[ 


GET A FASCINATING REVEALING ANALYSIS OF YOUR HANDWRITING -FREE! 


— es ee ee eee ee cee eee 
—_—- 7 
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DOROTHY SARA, BOX PS EAGLE PENCIL COMPANY, ATTACH i | 
DANBURY, CONNECTICUT 
THE WORD f 
\ a a eee “MIRADO” | 
ns OR THE WoRD | 
| Address as 5 eerie out “STICKPEN”’ 
| City ad a State (from a Mirado or \ 
Stickpen box) \ 
| (Enclose only 10c for postage and handling) HERE! \ 
cc ol 
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Fascinating facts 
about your personality, 
character and ability! 


YOU'LL BE AMAZED AT HOW MUCH YOUR HAND- 
WRITING REVEALS 


in a sealed envelope, you will receive the confi- 
dential facts about your personality, character 
and ability that only your handwriting can dis- 
close. You'll learn how to use this valuable new 
information to strengthen your personality... to 
attract more people . . . to make more people 
like you! 


Dorothy Sara is a past president of the American 
Graphological Society, and the author of numerous 
books on handwriting analysis. Her feature articles 
appear in national magazines like Vogue, Playboy, 
Glamour, True Story, Harper's Bazaar, and others 


Personnel department of many leading business 
firms and institutions use Dorothy Sara's scien- 
tific knowledge of graphology to screen appli- 
cant’s for top executive positions! Some of Miss 
Sara’s most famous analyses have revealed hidden 
character and personality traits of world— 
renowned figures 


Now . . . Dorothy Sara analyzes your handwriting 
. . . FREE! And she sends it to you in a sealed 
envelope . .. confidentially . . . for your eyes only! 


DISCOVER TRAITS YOU NEVER DREAMED 
YOU POSSESSED! LEARN HOW TO MAKE 
THE MOST OF THEM! GET A FASCINATING 
ANALYSIS OF YOUR OWN HANDWRITING 
.. «FREE! 


Fill out and mail 
the coupon 
at the left...now! 






Murch, 1961 
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Here’s Winking at You--Eight-foot human likenesses 
have been mounted on billboards along highways with 
Ann Sothern "winking" for Post-Tens, Betty Hutton for 
Grape-Nuts and Danny Thomas for Post Toasties. The 
trick? It's the same device occasionally used on 
greeting cards or campaign buttons. But some people 
wonder--like all winks, these might be distracting to 
drivers who are supposed to keep their eyes on the 
road. (Changing Times) 





The Seven Stages of Man--(1) Milk. (2) Milk and veg- 
etables. (3) Milk, ice cream sodas and pop. 

(4) Steak, pop, French fries. (5) Frog legs, crepe 

Suzettes, caviar, champagne. (6) Crackers and milk. 
(7) Milk. (National Shorthand Reporter) 





Slip This to Your Boss--The University of Texas is 
accepting applications for its 1961 Executive Progran, 
April 4 through May 4, at Hunt, Texas. Enrollment, 
limited to thirty-two seasoned executives, will rep- 
resent a variety of industries and managerial respon- 
Sibilities. Company officials will nominate men to 
participate--preferably executives who oversee major 
activities of a firm. There are no formal education- 
al requirements for admission--primary concerns are 
managerial experience, proven leadership ability, 
growth potential and interest in self-improvement. 
Applications are available from Dr. W. H. Watson, di- 
rector of Executive Development Programs, Univer- 
Sity of Texas, Austin 12, Texas. 


Stay Lazy and Live...An odd impression has developed 
that all animals--including the human kind--must ex- 
ercise to live. But research doesn't quite bear this 
out. Most animals don't take any exercise they 
don't have to. About the laziest animal in existence 
is the turtle--and he manages to hold out for two or 
three hundred years. A lumbering elephant lives 150 


years. The languid swan can usually count upon a 
century. But a lively mouse, which seldom stops 


exercising, gives up its tiny ghost in two or three 
years. A rabbit, if not too energetic, may hope for 
seven or eight. The faithful dog, trying to keep up 
with man's pace, is lucky to live a dozen years. So 
don't feel doomed if you miss a weekend of skiing. 
Rest hard instead. (The Industrial Banker) 





RED LETTER DAY FOR ADVERTISERS...one of England's 
famous toothpaste brands will be marketed 

here. The toothpaste: Macleans. The slogan: 

Have you Macleaned your teeth today?...FOR THAT GAY 
white spring look, turn your book jackets inside 
out. 








Here's Your GUIDE 


REAL 











Names, 
locations, 
rates for over 
100 ranches! 


Mail coupon 
toduy! 


A —— nell 

) e Enjoy an authentic Dude 
‘ Ranch vacation... exciting, 
relaxing fun amid scenic splendor you'll 
always remember! 

e You’re an honored guest on a western 
ranch—and ‘“‘one of the gang,” too. You 
can ride to roundup, explore mountain 
trails, fish for fighting trout, or just relax. 
And the authentic Western environment 
includes campfire harmonies, ranch-style 
food, and the easy-going comradeship of 
wonderful people. Come with your family 
... bring a pal... or find one here! 

e@ Mail the coupon now for Burlington’s 
free illustrated Dude Ranch booklet— 
where to go, what to take, what to wear, 
what you’ll do, what it will cost. And re- 
member—for a real Western vacation... 
Go Burlington to the land 
of boots ’n’ saddles! 

For interesting, helpful 
booklet, mail coupon now | 


eae 


| BURLINGTON 








TRAVEL BUREAU 
Dept. 523, 547 West Jackson Bivd., Chicago 6, Ill. 


Please send me your illustrated 
booklet on Dude Ranches in Colorado, 
Wyoming and Montana. 





Address 





| 
| 
| 
| 
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| 
| 
| 
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KEY TO TEASERS ON PAGE 54 


They All Rhyme with “Clean” 


All the words indicated by the following descriptions end with the sound of long 
en. How are these words spelled? 

1. Sharp: cutting. 

2. Division of a play or opera. 

3. A stvle of cooking. 

1. A mechanical contrivance. 

>. The wife of a king. 

6. One's bearing, manner. 


\ claim on another's property as security for payment of a debt. 
8. The opposite of fat. 
9, To assemble for a meeting. 


10. The member of a group who has belonged to that group the longest. 


Colorful Grammatical Terms 
The following rather odd terms denote all too frequent violations of correct sen- 
tence structure. To what do the terms refer? 
l. squinting modifier 

. dangling participle 

comma splice 


m Wh 


split infinitive 


~ 


run-on sentence 


Is It “Passed” or “Past”? 
Should passed or past appear in the blanks in the following sentences? 


l. She went me with eyes averted. 
2. She me without a smile. 

3. What a that battleship had! 

1. The bus goes right our house. 
5. Only a few of the class the test. 


An Apostrophe Makes a Difference 


What happens when you insert an apostrophe in the words defined here? 
l. Sick. 

2. To marry. 

3. Custom, habit. 

1. Insincere, conventional, usually pious talk. 

5. The third person singular possessive pronoun. 

6. The abode of evil spirits. 

7. The past tense of to be used with the second person singular pronoun an 

with all plural nouns and pronouns. 

8. Hard covering of a marine animal. 

9. The last name of a popular movie star whose first name is Debbie. 
10. Two or more persons who can give a firsthand account of something. 


One for Several 


Substitute for each of the italicized expressions in the following sentences one 
word that will convey the idea equally well. 


1. Her shorthand notes are not capable of being read. 

2. He is proud of his reputation for always being on time. 

3. The invalid was so weak that her replies were incapable of being heard. 
1. Each piece of fruit in that gift shipment was without a blemish. 

5. | hope that some day capital punishment will be done away with. 
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cakeudine papera by Kunberly-Clank_ 





Executive Papers are properly pampered for perfect re- 
production on office duplicating equipment. You can 
choose from cotton fiber, sulphite, coated and uncoated 
papers — the right paper for the job, accurately cut and 
ready to run. Attractive new wraps keep Executive Papers 
crisp and clean, right down to the last efficient sheet. Order 
(and re-order!) from your Kimberly-Clark distributor. 


J) MAKE BETTER BUSINESS IMPRESSIONS ON PAPERS BY KIMBERLY-CLARK 
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Remarkable new Accogrip 


This is an instant binder. It secures your papers yet you 


don't have to punch holes. 





Secures as it organizes 
Accogrip is a spillproof desk organizer. Lets you quickly 
put away any papers you work with. Yet keeps them 
readily accessible at your desk or work table. Holds one 
sheet or hundreds (up to %” capacity). Ideal for _let- 
ters, bills, memos, photos, reports, recosds, catalogs, 
blueprints, job sheets, legal or accounting papers—any 
size sheet. 


Grips papers instantly 


Opens and closes at a touch of the finger. Keeps papers 
instantly on tap. Grips without marring. 


Which style for you? 


Letter, legal or special sizes. Clamp positioned side or 
top. Genuine pressboard in a range of colors. At your 
stationer’s now. 


ACCOGRIP 


ACCO PUNCHLESS BINDER 


ACCO PRODUCTS A Division of Natser Corporation, Ogdensburg, N.Y. e In Canada: Acco Canadian Co., Ltd., Toronto 
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Y & E DIRECT NAME FILING SYSTEM oflers 
the advantage of ten-second filing. Special 
name guides direct your attention to the 
most active records. No hodgepodge arrange 
ment of guides and folders. You file and 
find direct—by name Request brochure 
from Yawman and Erbe Mfg. Co., Inc., Dept. 
TS. Rochester 3. N.Y 


“GIRL FRIDAY” transfer tissues provide clear, sharp coy 


three times longer than ordinary transfer carbon tissues. Won't 


ies—last 


smudge hands, sleeves or cuffs. The plastic base formula insures 
neater erasures: one weight and finish gives plenty of carbons in any 
kind of tvpewrite Available through Paul B. Williams. Inc.. Dept 
PS. 1010 Broad St... Newark, N. J.. or 321 Broadway. N 
i, N.Y 


ew York 


MAGNIFIER in gray finish offers full correct 
ed 3x magnification and a wide field of view, 
making it an excellent inspection aid for a 
qyue :. accurate examination ol small objec ts. 
Rests securely on any flat surface, allowing 
complete freedom of hands. Battery operated 
or 115-volt model at $14.75 from: Bausch 
and Lomb. Inc Dept r'S. Rochester 2, N. Y. 





A WILSON JONES SPEED LETTER slashies costs of business letters by 
eighty per cent. The form, containing ruled space for a message 
and reply. is made up in triplicate with disposable carbons. Pei 
fect for interoffice correspondence, shipping instructions, sample 
procurement and other matters where quick replies are needed 
Information from Wilson Jones Co., 209 S. Jefferson, Chicago 6, III. 


FLICK A LINE, the complete copy holder, is 
just the thing for smart copy cats. Its four 
way positioning encompasses every possible 
paper height by a mere reverse of the panel 
and a flick of the rubber wheel. Line finder 
moves up and down like T-square on a draw 
ing board. Just $7.95 from Franklin Table 
Co., Dept. TS, 116 N. Fourth St., Louisville 
2. Ky. (As we gave an incorrect price in the 


January issue, we are repeating the item.) 





WOMBAT LETTER OPENER opens lortv to 
fifty envelopes per minute: top, bottom or 
either side. Just insert the letter and press 
the bar. Safe and fast: saves time and 
money. Self-sharpening cutting blade. Ac 
companied by a five-year guarantee against 
iny mechanical defects. At $29.95 from S. H. 
Suber, P. O. Box 7872, Philadelphia 1, Pa. 





NO MORE ERASING! 


—— 
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errors disappear 
in seconds with new 


KO-REC-TYPE 


When you make an error... 


‘ 





THIME 


mee. 3 


Simply backspace and place a chemically 
treated strip of KO-REC-TYPE over it, and 
retype the error. 




















~ a 


Remove the KO-REC-TYPE and presto — the 
error has disappeared. Now you can type in 
your correction 


= Sul 


eee = S 


No erasing, no mess. Takes just seconds. 
Correct carbon copies with KO-REC-COPY. 
Both fine products of the Eaton Allen Corp. 


One package of KO-REC-TYPE cor- 
rects over 5,000 errors and costs only 
$1.19. Ask for it at your stationary 
store or office supplier now. 


EATON ALLEN CORP. 
170 TILLARY STREET 
BROOKLYN 1, NEW YORK 
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STAM PAD 


and 


OVER-TYPE 








STAMPAD! 


World's first Thin-Line 
Pre-inked pad! 


@ No more reinking! 

@ No more clumsy messy 
ink bottles! 

@ Stampad is dry! 

@ Thousands and thou- 
sands of impressions 
from each Stampad! 

@ Makes all other ink 


pads obsolete! 
we 


eee eee eee eT SCTE SST TEST eee: 
OVER-TYPE 


Correction Paper 


Only correction paper available 
in handy dispenser form! 


@ No loose messy sheets or scraps! 

@ Handy dispenser—holds year's supply! 
(for average typist) 

@ Just slide out exact amount of Over- 
Type, tear off and make your errors 
disappear! 

@ Over-Type eliminates smudges, 
lost time! 

@ Makes erasing old fashioned! 


Here’s your chance to try 2 of the world’s newest products 
from OLD TOWN CORPORATION...SEND TODAY. 

















* 
CORPORATION ~* Please send me both STAMPAD and 
750 Pacific Street, * |OVER-TYPE. Dollar enclosed. 
Brooklyn 38,N.Y. * 
makers of * name 
@ carbon papers + 
@ inked ribbons x: Company 
@ spirit duplicating — 
machines and supplies 
@ copying supplies x City. State 
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CONVERSATION MADE EASY. Hille! Black, 
Key Publishing Co., New York, N. Y. 75 


cents. 





What the art of conversation can do for 
you—how to start a conversation and 
how to be a successful listener. Are vou 
at ease with the opposite sex? Know 
what to say in a large group? how to 
develop repartee? be tactful? You will 
after reading this guide to becoming a 
good talker. Extras: enlarging and im- 
proving your vocabulary: nuggets to 
enliven your conversation: how to tell 
and put over a story, anecdote or joke. 


YOUR FEDERAL INCOME TAX. U.S. Govern 
ment Printing Office, Division of Public 
Documents, Washington 25, D.C. 144 pp. 
10 cents. 


This timely, useful booklet contains de- 
tailed information to help taxpayers in 
preparing their income tax returns 
explains what income is taxable and, 
equally important. what items may be 
deducted. Written in plain layman's 
language with examples and illustra- 
tions. 


THE BIGGEST DOG IN THE WORLD. Ted Key. 
E. P. Dutton and Co. $2.50. 


Once upon a time there was a dog 
named Violet. She was a gentle. kind 
hearted dog. but she had problems. For 
one thing. she was thirty feet tall. For 
another, she loved Mozart! Worst of all, 
she loved moving cars—so much that 
she literally squashed them with affec 
tion. How her owners. the Jacksons. 
solved the problem of this lovable dog 
is unfolded in a whimsical picture-story 
that readers of all ages will enjoy. 


HOW TO ESTABLISH YOUR SALARY RAT- 
ING. Salary Rating Service, Dept. TS, P.O. 
Box 9218, San Diego 9, Calif. 8 pp. $2. (Also 
include a stamped, self-addressed 9 by 4 
inch envelope.) 


Want to determine what you're worth. 
jobwise? This pamphlet aids the secre 
tary and others to evaluate their capa 
bilities and establish an equitable sal 
ary. Material applies to individuals in 
any occupation. Think you're due for a 
raise? Work out your SRS formula and 
present it to your boss—you're in a 
better position to bargain! 


TRAVEL IN STYLE. Eleanor Lambert and 
Francie Hughes. Union Label Dept., Intl 
Ladies Garmen, Workers’ Union, Box 1450, 
New York 1, N. Y. 15 pp. Free. 


Going somewhere—winter vacation per- 
haps?? Know how to dress for it? This 
booklet tells you how to be comfortable 
in transit, “whether you jet across the 
ocean or take a quick hop a few states 
away.” Also briefly tells what type of 
climate to expect in the places you'll 
visit. A must in planning your vacation 
u ardrobe. 
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A larger salary, an exciting new job... things that seem far 





away now, needn't be. Stenograph helps make those dreams 
come true. For while it takes many years and very special 
talent to attain high speed and accuracy with pad and pencil 
shorthand, with Stenograph, most secretaries become pro- 
ficient amazingly quickly. They qualify for top secretarial 
positions, for jobs in the United Nations, in Congress, as 
courtroom reporters, in the advanced sciences, in foreign 


countries. You can too. 


Vl } 196] 


SHORTHAND MACHINE 


ssrorantowaenne |S —Seeee 
STENOGRAPHIC MACHINES, INC. $-261 
8040 North Ridgeway Ave., Skokie, Ill. 

Please send me full information on Stenograph 
—modern machine method shorthand. 


name 





present position 





school 





address 





city zone state 
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If you don’t have the best possible stapling equip- 
ment to work with in your office, let Swingline help 
you! We’re going to give you the opportunity to try 
all the wonderful equipment made by Swingline, the 
world’s largest manufacturer of staplers for home 
and office! 

We make a stapler for your every possible office need 
—even that special one you’ve always wanted for 
collating the boss’s giant reports. For example, we 
have that feather-touch wonder, the completely 
automatic electric stapler that requires only your 
lightest finger-tip touch to turn out tons of fastening 
work. If it’s a master desk stapler you’re after, our 
No. 4 holds 210 staples—loads instantly in our ex- 
clusive open channel. No. 3 is a shorter desk model 
...No. 27 a rugged marvel that can be imprinted with 
your company’s name, too. Looking for versatility ? 
No. 77S staples, tacks, pins, fastens and—what’s 


~Swinglne. we. 





atthe chance 


to help secretaries! 


more! — stores 500 staples. Working in a one-girl 
office? No. 99 answers your problem here—designed 
specifically for smaller areas, yet holds 105 staples 
for ready action. 


Only Swingline staplers guarantee split-second load- 
ing, jam-proof performance! And they’re all sensibly 
priced—a fact your purchasing person will most 
certainly appreciate! 


But we said we'd let you try Swingline — and we 
meant it! Ask your purchasing agent to call STill- 
well 4-8555 today. We’re ready to discuss all your 
stapling problems—at length !—and delighted to send 
you the stapler that will answer your individual need 
for a FREE 10-day trial. (And, if you send a request 
on your letterhead, we’ll send you, FREE, Swing- 
line’s modern, easy-action staple remover!) 


No obligation, we might add. 





LONG ISLAND CITY 1, N.Y. 


In Canada: Saxon Office Equipment, Ltd., 156 Evans Avenue, Toronto 14, Canadas World's Largest Manufacturer of Stapies for Home and Office 
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The Human Side 





oursE M. has been working in one 

company for nine years. She started 
as a stenographer right after high school 
and advanced to secretary to the office 
manager. Because of her knowledge of 
the company, her boss often asks her to 
help train new clerks and stenographers. 
Louise enjoyed this part of her job until 
recently, when a voung woman, Joan R.., 
was hired as a junior secretary. Her boss 
told Joan that Louise would teach her 
the work. 

Joan has had a year’s experience as 
a stenographer in a small office where 
the work standards were not very high. 
Now the correspondence contains techni- 
cal terms and unusual names that are 
new to the trainee. Joan is smart enough 
to ask about words that are unfamiliar. 
{¢ first, Louise answered her inquiries 
willingly. but she is annoyed that the 
new girl asks the same questions over 
and over. 

[he same problem exists with other 
Though 


plained the routine tasks, Joan still asks 


office work. Louise has ex- 
questions every time she does them. She 
wants to know why jobs must be done a 
certain way and often remarks, “We did 
it differently at the other company.” 
{nother irritation is Joan's habit of 
interrupting Louise, no matter what she 
is doing or to whom she is talking. Fur- 
ther friction is caused by the newcomer s 


“miserable habit of 


asking too many 


7 


personal questions.’ Louise has never 


iried to train anyone “so brash and ag- 
gressive. 

With a reputation for being helpful 
and gracious, Louise doesn’t want to 
seem unco-operative. She had no trouble 
ith previous beginners, who grasped 
things quickly and were more polite. 
Since she hopes to be a supervisor later 
on, she has to prove that she has the 


rhe 


cessaryv tact, patience, leadership and 


7 h. 1961 


teaching ability. She can't afford to let 
Joan be her i aterloo. 
feels 


time, she will make a good employee 


Joan's boss confident that, in 
because of her intelligence and interest. 
Also, he had a hard time hiring a junior 
secretary, and he doubts whether anyone 


else would be any better. 


Solving the Problem 


How can Louise cope with her prob- 
It will 


looks upon the case as good basic train- 


lem? be easier for her if she 
ing for realizing her ambition to become 
a supervisor. Once she attains that. she 
kinds of 


people. The majority will be co-opera- 


will have to deal with many 


tive and pliable, but some will be diffi- 
cult and as much of a challenge as Joan. 

A secretary solved a similar dilemma 
by giving the “quiz kid” a set of refer- 
books—a 


handbook, correspondence manual—plus 


ence dictionary, company 
some booklets on secretarial work sup- 
plied by office equipment manufacturers. 
She showed the beginner how to use the 
reference works and marked pages of 
special interest in the booklets. 

Louise can follow suit. Another good 
idea would be to give Joan a set of sam- 
ple letters and envelopes, showing the 
approved company style and usage. A 
list of technical terms and the names of 
products and customers would also be 
useful. 

Each time Joan asks a new question, 
Louise could type the answer on an in- 
This 


when the same problem crops up again. 


dex card. could be referred to 
Louise could also type up instructions 
for all routine tasks assigned to Joan, 
who would then have the procedures at 
her finger tips. 

Though doing these things would take 
time, it would not be wasted. Louise 


(Continued on page 53) 
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AIR FRANCE F 
TRAVEL ADVISOR ia 


17 days? 23? 45? Turn 
every precious one into 
“Vacances Magnifiques’’ 
withuniqueAir France tour! 





~~ 
y 


Make every vacation day a perfect 
day and save so much time and 
money, too, with exciting new Air 
France “Vacances Magnifiques.” 


A Grand Tour, for Example 
Imagine visiting eight European 
countries in just 26 days, for only 
$945.60* from New York! This in- 
cludes your round-trip overseas flight 
on Air France Jet, your hotels, even 
sightseeing! Or you can take an 
escorted European tour, visiting six 
countries in 23 days for $1,180.20* 
complete from New York. 


On Your Own 

For you who have driving ambitions, 
Air France offers exclusive Fly and 
Drive Tours of Europe and the Brit- 
ish Isles, including itinerary, hotels, 
meals, taxes, tips, everything! Go for 
17 to 45 days, from $821.30* com- 
plete from New York. Or fly Europe 
to your heart’s content with Air 
France’s Extra-City Stopover Plan— 
it costs no more than the round-trip 
ticket to your farthest city! 


Dancing in the Isles 
Yearning for even farther away 
places? Picture yourself—no, actually 
go!—for 14 idyllic days to the South 
Sea Islands. Fly T.A.I. from Los 
Angeles to Tahiti via Hawaii, visit 
Samoa, Fiji, Mooréa, enjoy native 
dances, exotic feasts, incomparable 
beaches and blue, blue lagoons. Only 
$1,170* from Los Angeles. 


Stretching Things 
All Air France “Vacances Magni- 
fiques” permit optional side trips for 
very little extra...and everything, 
from start to finish, is payable later! 
But now is the time to get your free 
“Vacances Magnifiques” 1961 plan- 
ning kit from your Air France Travel 
Agent, or through the coupon below! 


* All rates quoted based on Economy round-trip fares 


AIR:FRANCE JET 


Miss Colette d’Orsay, AIR FRANCE 

683 Fifth Avenue, New York 22, New York 
Please send me free Air France “Vacances 
Magnifiques” 1961 vacation planning kit. 


Name_ : . 
| 
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The new Royal Electric Typewriter has a responsiveness, a feel, that lightens the days 
of busy people. You may be close to buying it. But before you decide, please do 
yourself, your secretary, and your company this service: see all the makes of 


electric typewriters. Check them for touch, for printwork, for any other quality you 


wish. Only in this way can you really know the worth of the choice you will make. 
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THE ExClrINg wort oF 


“CBS REPORTS’ | 


BY STANLEY ENGLEBARDT 









A few months ago, some 15-million-plus Americans 
were fascinated by a cBs television program—to the point 
that 10,250 of them wrote letters commenting favorably 
on the presentation. 

The amazing part is that the cBs offering — shown 
during prime evening time against stiff competition — 
wasn’t a new private eye series, a blood-and-thunder 
western or even a super-duper variety show. The pro- 
gram, titled ““The Influential Americans,” was a documen- 
tary dealing with new education methods, It was, as one 
critic contended, “‘strictly for the eggheads.” But if this 
was so, then the results prove that the United States is 
loaded with eggheads and we can stand a jot more of the 
same. 

“The Influential Americans” was produced by Arthur 
D. Morse, a member 
of the network’s out- 


~ ~ 





standing “CBS Reports” 
staff, Morse and a small 











brought to the attention of the television audience. 

So far, for example, Arthur Morse has been responsible 
for “The Lost Class of °59,” “Who Speaks For The 
South,” (both award winners) 
“Keeper Of The Rules.” 


reportorial ability plus some highly imaginative use of 


and, most recently, 
To all, he brings penetrating 


cameras and presentation techniques. But he is quick to 
point out that it is far from a one man job. 

“Behind every program there are many men and wo- 
men who put considerable time, talent and skill into the 
production. Even the list of credits at the end of a film 
can't take in all of them, Elizabeth Sweeney’s name, for 
instance, doesn't appear. Yet, as my secretary, number 
one researcher, occasional stand-in and general assistant, 


she’s made many valuable contributions.” 





Elizabeth, a pert, blue- 





eyed blonde, finds the 





world of television doc- 


umentaries “exciting 





group of fellow pro- 
ducers — all under the 
executive direction of 

Fred Friendly, who 


was co-producer 


























and challenging 

you're involved with 
interesting ideas and 
reality 
rather than with en- 


people, with 





Edward R. 
Murrow of the 
“See It 


series — 


with 


famed 
Now” 
have free reign to 
tackle any public 
affairs topic they 


feel be 


should 


















tertainment.” 





@ QOutwardly, Arthur Morse seemed 
completely relaxed — as if he were a 
man without a worry in the world. 
Inwardly, however, he was sweating 
out an important news break. Now 
and then during our conversation, 
he’d glance out the door to the desk 
of Elizabeth Sweeney. 

Each time he looked, she’d shake 
her head “no.” Once she interrupted to 
say, “Just checked the newsroom—and 
it doesn’t look as if Congress will take 
any action today. Maybe tomorrow.” 

The important news break involved 
the House of Representatives Commit- 
tee on Rules, headed by Congressman 
Howard W. Smith of Virginia. Morse 
had just filmed a “CBS Reports” pro- 
gram on the Rules Committee and the 
show was ready to go—except for one 
thing. Morse still didn’t have an end- 
ing for his program and it was just 
three days before air time. He and his 
staff were waiting to see what action 
—if any—Congress was going to take 
about the controversial Rules Com- 
mittee, 
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“I think we're prepared for any 
eventuality, Morse explained. “We've 
spent two months working on this one 
—all we need is an up-to-the-minute 
ending.” 

As it turned out, the ending be- 
came extremely complicated. “CBS 
Reports” is scheduled for Thursday 
nights and Congress didn’t take any 
action until that afternoon. Further- 
more, there were two added factors 
working against Morse. 

The inauguration of President Ken- 
nedy was scheduled for the next day 
and Washington was overflowing with 
visitors. And a howling blizzard, 
which dumped inches of snow on the 
city, was making streets impassable. 

Nevertheless, when the news came 
through, Arthur Morse and the pro- 
gram’s narrator Howard K. Smith be- 
gan heading for a temporary studio 
that had been set up opposite the in- 
auguration stand. The ride should 
have taken only minutes — it lasted 
more than two hours. 

But they 


got their ending. That 

; night at 
10 P.M. 
(E.S.T.) a 
nation- 
wide audi- 
ence saw a 


cold but collected Howard K. Smith, 
standing before a backdrop of honest- 
to-goodness swirling snow, open the 
“Keeper of the Rules” by saying, “Just 
a few hours ago, the House of Rep- 
resentatives ...” 

Elizabeth Sweeney explains that 
things aren’t always quite this hectic, 
“Most times, we're finished well be- 
fore air time and spend the final days 
polishing the program. Fred Friendly, 
who is executive producer of “CBS 
Reports,” keeps us all hopping with 
suggestions about improving the 
shows.” 

Friendly’s standard of excellence is 
nothing new to Morse who was a free- 
lance writer for national magazines. 
He specialized in the field of educa- 
tion. His journalism honors include 
the Freedom Foundation’s Award for 
“Jackie Wouldn't Have Gotten To 
First Base,” (Better Homes and Gar- 
dens, 1950); the Sidney Hillman 
Foundation award, the Sigma Delta 
Chi annual award “for distinguished 
public service journalism” and the 
Education Writer's Association an- 
nual award for “Who's Trying to Ruin 
Our Schools?” (McCalls, 1952) ; and 
the Christophers Award for “Bay City 
Beats the Teacher Shortage,” (Col- 
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e Elizabeth Sweeney—called “Betty” 
by all but her boss — seems to have a 
knack for making valuable contribu- 
tions in almost any job she tackles. 
“I don’t know her secret,” Arthur 
Morse says, “but I think it’s just a 
matter of keeping her eyes open. Eliza- 
beth is much more than just a secre- 
tary — she’s a fund of pertinent infor- 
mation and a pretty good judge of 
quality. We may not use every one of 
her suggestions — but we welcome all 
of them.” 

This is one reason why Elizabeth 
enjoys her work at css. “It’s a free 
wheeling operation,’ she explains, 
“with absolutely no routine. Often we 
just sit around exchanging ideas — and 
they listen to me as if my thoughts 
really mattered. Other times it’s the 
hectic pace of getting scripts typed, 
answering mail, poring over news- 
paper clips and hundreds of little de- 
tails. But it’s always stimulating.” 

Elizabeth began her secretarial ca- 
reer at CBS. “It was June of 1955 and 
| had just received a B.A. degree in 
English from Mary- 
mount College,” she 
reminisces, “Il wanted 





to get into the commu- 
nications field— but it 


ing before I was able to get my foot 
in the door.” 

She started as a typist-receptionist 
but soon was promoted to secretary to 
the Information Specialist in the Pub- 
lic Affairs Department. “It was public 
relations work and they let me do a 
lot on my own. That’s where I got my 
basic training in television.” 

But the job was limited — and she 
Was anxious to move on. When a sister 
and brother-in-law, living in Holly- 
wood, asked her to come to the coast, 
Elizabeth grabbed the opportunity. 
Within a short time, she was working 
for the Republican Senator from Cali- 
fornia, Thomas H. Kuchel. 

“That was only a temporary job,” 
she explains, “filling in at his Los 
Angeles office during the Senate re- 
cess. But it fit in perfectly with my 
own plans. I thought the position 
would last just long enough so that I 
could earn enough money for my re- 
turn to New York.” 

Elizabeth found working for a U, S. 
Senator interesting — but far from 











glamorous. “There’s a tremendous 
amount of mail to answer, plus piles 
of other routine correspondence.” 

About that time, the world was be- 
ginning to look toward Brussels, Bel- 
gium, where a fair was taking shape. 
“| heard they were looking for guides 
— and, almost as a lark, sent for an 
application.” 

Elizabeth’s working knowledge of 
French—plus her excellent appearance 
and background—make her a natural 
for acceptance. Almost before the 
breathless young lady knew what was 
happening, she was living in a beauti- 
ful Brussels’ apartment and wearing 
the smart uniform of an official guide. 

“Tll never be able to measure my 
eight months overseas,” she says. “It 
was a wonderful, once-in-a-lifetime 
experience.” 

Elizabeth was put on the fair’s spe- 
cial list of guides—a select group used 
primarily for escorting virs. One of 
her first “customers” was former Sec- 
retary of State Christian Herter. 

“He’s a marvelous man, and I'll 
never forget him. The 
day was cold and rainy 
— and he seemed to be 
in great pain from his 


arthritis. Yet he was 





took a summer of train- 
ing in Gregg and typ- 
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“back to work or peace 


...its wondertul”’ 
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@ We are often amused—though we know enough 
not to show it—when a_ husband’s usual 9-to-5-ish 
business day ends with a round of exhaustion com- 
plaints. We are also amused. or perhaps we should say 
amazed, at the high rate of illness (mental and other- 
wise) among business executives. many of them men 
in supposedly strong middle life. The accepted reason 
for all this ostentatious groaning and moaning is the 
necessity of working under fierce pressures, at increased 
rates of speed. in more complicated and tenuous per- 
sonal interrelationships. Informal research and obser- 
vation. however, has led us to wonder whether the 
maimers of the flower of American manhood are not 
pace and pressure, but rather something close to con- 
tagious inertia ... at least according to the housewife. 

After a number of years at work, and almost as many 
at home, we think we’re in a pretty good position to 
know how the average business day shapes up along- 
side the average day at home. If the usual business 
day contains more than two or three good hours of 
steady productive work in seven or eight, we'll eat 
our washing machines. The rest is nothing more nor 
less than paper shifting—a fairly interesting sort of 
grown-up game. We probably don’t have to outline to 
any of you the endless physical and nervous exhaustion 
that besieges the housewife, much as she may love every 
dusty stick of furniture in the house and every grubby. 
mischievous, charming and intelligent child she has. 

So it is no wonder that increasing numbers of loving 
mothers and resigned housewives are trouping back to 
that little bit of “heaven on earth,” the business office— 
at least as soon as the children are in school. According 
to government figures, married women (by definition, 
those living with their husbands) of thirty-five years 
and more have contributed the largest number of work- 
ers in proportion to population—nearly one out of three 
wives in 1959 as against one out of eight in 1910. In- 
terestingly enough, these women go back to work at a 
time when a husband’s earnings are generally at a peak. 
Since it’s hardly likely that the government can work out 
statistics on who is and who is not fed up with house- 
work, the tables and surveys back up to the facts and 
draw an implied conclusion: wives with more education 
tend to work more, that is they work in almost twice as 
many cases as women who have not completed high 
school. 
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We always like to find statistical reports, too. that 
somehow seem to forget common sense and human 
nature. Instead, they state facts derived from their 
figures like something from Revelations. Of course, it’s 
nice to have the figures, but naturally the wives of 
salaried professional and clerical workers would tend 
to go to work as soon as they could. This does not 
necessarily reflect the wife’s higher educational level. 
but rather the family’s educated taste, middle-class 
standards and proportionately shrinking income. 

We're convinced that many women in the 35-to-51- 
year group return to work as much for “living stand- 
ard” money as for personal fulfillment. By the time 
she’s in that age group. any sensible woman knows 
whether she'll ever have the clothes or take the trip or 
see Junior through college on her husband's salary 
alone. It’s significant that in this age group many 
forces unite in more or less equal strength to focus on 
the average woman. Mixed feelings about herself as a 
person. a woman and a wife may tend to give added 
values to getting out of a housedress and into a smart 
new suit—a perfectly valid attempt to ransom some 
last measure of youth’s promise and purpose in a busi- 
ness office. We cannot help feeling, too, that educational 
ambitions for children, summer homes. travel funds. 
house decoration. and so on—worth while as these are 
in themselves—are also conceivably substitute goals re- 
flecting at worst marital disillusion or at best marital 
forbearance. (We're also sure men go through the same 
thing, so let’s not feel put upon, girls. ) 

But whatever the social, personal or even uncon- 
scious motivations an “older” woman may have in going 
hack to work. she’s got to face a certain number of 
simple realities when she applies for her job. Naturally. 
she will have assessed her appearance, making any 
necessary corrections and improvements. But it is our 
opinion. based on observations among friends plus the 
views of employment agency people. that if a woman 
is determined to return to work and her family is both 
co-operative and approving, her appearance seems to 
take care of itself. Where many returnees seem to fall 
down is in the most crucial area of all—skills. Where 
they seem to analyze the situation least realistically is on 
the subject of their stamina and, closely related to this. 
their possible reaction to new environment, new re- 
sponsibilities. new people. 

Of course, the most sensible thing for any young 
woman to do, immediately upon leaving her job for full- 
time home life, is to begin preparing for her eventual 
re-entry into the business world. But who’s that sensible 

and who's got that kind of time? Next best is to 
make your decision for a return to work, and then put 
the brakes on for three to six months while you get 
everything into shape—yourself included. 
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RECIPE FOR: SUPER SECRETARIAL 


INSTITUTE 


Take one dynamic conference teader...plus compre- 
hensive Knowledge of latest office techniques...add 
questions and observations of 30 topnotch secre- 
taries...stir rapidly and season with a liberal dash 
of fellowship and humor...serve in two days’ time. 


"What can I do to establish better communications between my boss 
and me--it's tough trying to second-guess him." 

"My boss has just been made president. Though I've been with him for 
years, I want to learn how to help him with his new responsibilities." 

"TI should learn to discipline myself to follow through on little 
details." 

"Business methods in England are very different from those here, and I 
want to be as good as the American secretaries I have met." 

"How do you keep your boss from giving away important files without 
telling you?" 

"IT want to get ammunition to convince my boss that secretaries need 
constant management training as much as the executives they work for." 

"Our bosses are getting fed up with the lax attitude prevalent in our 
ofice--I'm here to find out how to correct it.” 

These were only a few of the introductory comments made by a group of 
eager secretaries gathered around a conference table ina New York 
hotel. They were taking part in the opening session of a Super 
Secretarial Institute sponsored by the Bureau of Business Practice. 
Drawing them out was an experienced conference leader, charming, dark- 
haired Mary Markulin,. 

The Institutes were established eight years ago under the guidance of 
A. C. Croft, then president of the National Foremen's Institute, of 
which BBP is a division. Since then they have been held from Miami to 
Portland, Oregon, and from Honolulu to Toronto, Canada. Attendance at two 
sessions convinced us that they are hard work--for the teaders and the 
participants. 

Secretaries from large and smali-businesses, from lawyers", doctors" 
and architects' ofiees,from-eivie, ehurech and welfare groups gather for 
two days--at no little inconvenience or expense ($65) to their bosses. At 
each of the 98 conferences Mary and her co-worker Ruth Harris conduct 


during the year, there are a number of "repeaters." More than 50 firms, 


BY PEGGY NORTON ROLLASON 


(Continued on page 51) 














@ @ For most people, a budget is syn- 
onymous with bubonic plague or similar 


scourges and a financial report is some- 





thing that eludes comprehension and re- 
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circulation of paper money and coins, 
Reserve banks can affect the flow of 


credit. The commercial banks. forced 





to lodge more dollars with the 


sults in nothing more stimulating than a migraine Federal Reserve System, will 
headache. For these—unmathematical but happy have less to invest in loans o1 

there remains a glimmer of consolation and credit extended to individuals 
even, should they need it, an alibi After i I 


an alibi of sorts. 
all. our own national economy runs itself quite well. and 
quite literally, in cireles. It's a monetary merry-go- 
round and, put simply, it goes this way 

\ secretary or any other American purchasing goods 
or services parts with money that is then thrown back 
into the productive process. There it is used to pay 
salaries and to produce more goods and services for the 
secretary to buy. The value of the dollar is indicated 
by what it can bring home in this roundabout exchange. 
lt is guarded by the credit of the United States and by 
the workings of our economy itself. 

Exactly how this economy works and where it is going 
concerns everyone from the average secretary to the 
superannuated chairman of the board. It hits not only 
their dollars but their daily way of life. Increased taxa- 
tion, government planning or an unforeseen depression 
can affect living standards in subtle ways, such as the 
increased abrogation of individual authority to Uncle 
Sam, or in ways that are not so subtle. It can, for ex- 
ample, mean the difference between riding in a Cadillac 
or existing on charity. 

Much of our economic stability depends on the Fed- 
eral Reserve System. This is a network of Federal Re- 
serve banks located in a large city in each of the twelve 
Federal Reserve districts, with twenty-four branches in 
smaller centers. It is a network supervised by seven men 
—the Board of Governors—appointed by the President 
for rotating terms of fourteen years each. 

The Reserve institutions will, as ordinary banks do, 
handle checks, take deposits and make loans. But, unlike 
the average bank, they have three further functions: 
1) to supervise a great part of the nation’s banking 
system, 2) to put paper money and coins into circula- 
tion, the way the Treasury does, through commercial 
banks and 3) to hold legally required “reserve” deposits 
of commercial banks—increasing or decreasing such 
rainy-day deposits at will to influence the amount and 
the availability of credit 
or money 
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raising the amount of safety-margin de- 
posits required and by curbing their generosity with the 
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and to business firms. Less 
money will be available since less will be put into circu- 
lation by the Reserve banks. The over-all effect is to 
tighten up the economy, to make the dollar scarce and 
therefore—like diamonds—more desirable and of in- 
creased value. 
With depression, the Reserve banks work 
Mandatory deposits will be lowered to stimulate the 


reverse. 


extension of loans. More money may be put into circu- 
lation to hypo the economy, to replace the funds now 
hidden away in boxes, under beds and beneath floor 
boards, all because an uneasy populace has lost faith in 
the ability of the nation to manage its finances. 

To counteract this loss of faith—it occurred in the 
panic of 1907 and again in the Wall Street collapse of 
1929—the government has set up still another agency, 
the Federal Deposit Insurance Corporation. This exer- 
cises indirect supervision on banking activities by agree- 
ing or refusing to insure deposit accounts in each bank 
up to $10,000. 

To become an “insured bank,” the institution must 
meet certain requirements of the F. D. 1. C., must pay its 
insurance premiums, make periodical reports and be 
ready to undergo examinations. On the plus side, from 

banker's viewpoint, his assets—the money deposited 
with his bank—will be guaranteed at least in part by 
the government itself in the case of a “run.” 

All these resources, plus government intervention as 
in the creation of jobs via the Civilian Conservation 
Corps, etc., are aimed at inflation and depression. These 
financial phases prove that the economy has its ups and 
downs. 

The economy itself is divided into two sections: the 
public, administered by the government, and _ private 
enterprise, which accounts 
for an overwhelming ma- 
jority of the national out- 
put. Drawn up between 





Acting as a benevolent 
Scrooge, the Reserve 


these two sectors are the battle lines of the 





liberals and conservatives. Here, liberal 





professors mix economics with classes, 
conservative Southern Democrats mix 
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hanks can use these last two functions to 
create a “tight” money atmosphere in times 
of inflation when dollars are cheap. By by kathy larkin 
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Balance Of Payments o/ a country is a total of 
its credit and its incurred debt in dealing with 


other countries. 


Business Cycle is a term referring to the cumu- 
lative expansion and contraction of economic 
activity. It is generally held to have 4 phases: 


prosperity, recession. depression and recovery. 


Business Profits are the difference between a 


firm’s receipts and its costs. 


Consumer Good is an economic good capable 


of satisfying consumer wants directly, e.g., a car. 


< 


Currency (paper) means bills or notes which 
represent debt or promises to pay. In this coun- 
try, such currency is issued by the Treasury and 
by the Federal Reserve Banks. 


Debit Items in a country’s balance of payments 
are those which force it to make payments to 


foreigners. 


Demand Deposits are debts of commercial 
banks owed to depositors and payable on demand 
o} the depositor. 


Depreciation measures the value of capital fa- 
cilities used up or worn out in production. This 
is used in estimating the cost of producing out- 
put. 


Disposable Income—that part of personal in- 


come which is left after personal taxes. 


Economics—the study of man’s activities in 
satisfying his wants by using resources which 


have alternative uses. 


Factor Costs or National Income is the sum 
of the total incomes achieved from rendering of 
services and using assets in the productive process. 
It is also the chief cost of producing the gross 


national product. 


Fixed Costs—those not related to the volume of 


output. 


Foreign Exchange available to a country is 
made up of the bank balances abroad and foreign 


currencies owned by its nationals. 


Free Goods are those items which satis/y wants 
freely and in large quantities because they are 


not scarce. 


Functions Of Money are ]) a means of pay- 
ment, 2) a measure of payment, 3) a store of 


value, 4) a standard of deferred payment. 


Gross Investment is a measure of the value of 


capital accumulated in any given period of time. 
Net investment is the total capital accumulation 
minus depreciation. 


Gross National Product (Or Output) is the 
market value of finished commodities, services 
rendered to consumers and paid for by them, and 


the cost of government services. 


Hidden Tax 


price of a commodity, becoming part of the total 


that which is concealed in the 
amount. This is also called an indirect tax as 


opposed to the direct (e.g., income) tax. 


Interest is the price paid for money loans, fig- 


ured as a percentage of the sum borrowed. 


Law Of Demand refers to the inverse relation- 
ship between prices and quantities that would 
be bought, i.e. when an item is in demand, the 
price will rise—particularly if the demand is 
precipitated by shortness of supply. 


Money as a method of payment in this coun- 
try is chiefly: 1. checks drawn on demand de- 
posits, 2. currency and 3. coins. The necessary 
characteristic of money is its acceptability as a 


means of payment. 


Personal Income is the total income which ac- 


crues to an individual . . . before taxes. 


Price Discrimination is the practice of a 
monopolist in charging varying amounts for the 


same item by dividing up his market. 


Production is the use of resources to create 


utility or want-salisfying power. 


Progressive Tax is one whose rate increases 


with any increase in size of} the income taxed. 


Proportional Tax is a tax whose rate is the 


same regardless of the size of income taxed. 


Pure Competition refers to a situation in which 
many firms in a given market sell a_ similar 
product with no one being large enough to in- 


fluence total output or price. 


Pure Monopoly—a situation in which there is 


only one seller in a given market. 


Searcity is a relation between wants and things 
that can satisfy those wants. In economics, a 
thing is scarce when there is not enough to satis- 


fy all wants for it. 


Shifting Of Taxes is the process by which taxes 
affect price in such a way that the burden of the 
tax is carried by someone other than the person 


on whom it is levied. 
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@ Know what an appellate jurisdiction is? What 
about contributory negligence? And then there’s 
holographic, codicil and nuncupative! 

But wait a minute! In case you were in mid-sprint 
to the dictionary, don’t despair — you’re not likely to 
know unless you have been mitiated into that m 
terious and enviable profession, that of a 
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telephone or at her desk, the secretary 
in a law office is the first person with whom a lawyer’s 
clients have contact. Since this makes her, in reality, 
an authentic public relations representative for the 
office, she is greatly responsible for the care, influence 
and continuance of her boss’s clients. The impression 
she makes with them is extremely important for 
future business. 

What are legal secretaries made off? Undoubtedly 
the usual sugar and spice, but with a few extra dashes 
of special ingredients —. like loyalty. Perhaps that 
personality trait — loyalty to her boss — is the most 
vital requisite for her job. Because most of the deal- 
ings between lawyer and client are strictly confidential, 
the lawyer expects his secretary, who shares this in- 
formation, to keep the confidence. The client expects 
it too, as the nature of his business with the lawyer 
usually is serious — he is in trouble or needs advice 
and assistance in meeting an emergency. The discreet 
secretary exercises care and caution in protecting the 
client’s right to privacy and her boss’s respect for her 
ability to maintain wide eyes, open ears, but a firmly 
closed mouth. . 

The second essential qualification is, of course, 








le iv 
tary. 
“Well, terms like that are gno t re Sa 
away,” you say. “Knowi ea is 
bad enough, * j embering 

















accuracy. Lawyer bosses abhor misspelled words — 
they can’t afford them. Errors and the time it takes to 
correct them cost money. Indeed, a comma in the 
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Aor ours@ loyalty and accuracy are but two quali- 
c . The legal secretary is a multisplendored 
oman. She is a taker of ‘notes and transcriber of 
same; she prepares briefs, wills, petitions, corporate 
minutes and similar articles. She’s a human memo 
book for her boss, remembering dates, appointments, 
specific facts about long-forgotten cases, where a cer- 
tain case is filed, when it’s time for her boss to get a 
haircut or buy an anniversary present. 

She guards the petty cash and checkbook, is a 
salesmen rebuffer and bill payer, soothes ruffled or 
impatient clients and, in addition to all this, believes 
and tells everyone that her boss is the very best and 
smartest lawyer in existence. 

So a good legal secretary is in no sense “just a 
secretary” if by this phrase is meant a person who 
merely takes dictation then transcribes her notes. 
A legal secretary, as described by Doris Anderson, 
who is one, “is one of the most privileged of people. 
She is a specialist in a difficult, demanding and meti- 
culous field — a scribe, assistant to her employer and 
a repository of confidences. Trouble is her business 
and she must possess the ability to look at the prob- 
lems of others with complete detachment.” 

There are many phases of law, each requiring a 
little special knowledge. There are also differences 
between the duties of a legal secretary in a one- or 
two-man law firm or large corporation and those of a 
legal secretary employed by a firm in which she 
handles a special assignment. 

For example, utility companies usually have their 
own legal departments; various branches of the gov- 
ernment have legal departments, as do insurance 
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companies and even some industrial firms. Duties will 
vary from office to office. 

A legal secretary is constantly learning, because 
there are so many different types of legal work and she 
is therefore required to do a great many different 
things. The longer she works, the more things she will 
know how to do, but no matter how much experience 
she has, she will always have new things to learn. 

Needless to ask why such a varied and interesting 
job is a delight to its holders! 

The law secretary deals with a wide range of sub- 
jects involving human activity. For this reason, she 
should enter the law office with a good general educa- 
tion. In addition to this is the desirability of having 
had general office experience. The nature of her new 
job will take her from there. Training in technical 
legal vocabulary and the various policies and proce- 
dures concerning the law can come only from one 
source — through actual work in law offices, which are 
quite different from other types of business offices. 

For such an important job, how does a lawyer go 
about finding just the right secretary to fill it? And 
what kind of woman does he prefer? 

It isn’t easy. If there is a chapter of the National 
Association of Legal Secretaries in his city, he is 
lucky, because one of the projects of that organization 
is to conduct free training programs, making it pos- 
sible for women to learn the special art of being a 
legal secretary. Another of their functions is to pro- 
vide an employment service that, without charge, 
arranges interviews for secretaries with attorneys. 

The eleven-year-old Association is a nonprofit cor- 
poration based upon the principles of service: service 
to legal secretaries, to attorneys, to the courts and to 
the general public. One of its most prominent objec- 
tives is to unite all persons employed in work of a 
legal nature to the end that ideas may be exchanged 
and, through this exchange, knowledge may be in- 
creased, 

One of NALS’ most recent accomplishments lauded 
by attorneys everywhere is their examination entitled 
The Professional Legal Secretary, which bestows. its 
title and rating on secretaries who pass it. The exam- 
ination covers all phases of legal work and everything 





that might occur in a law office, large or small, from 
morning till night. Applicants must be members of 
NALS and have had at least five years’ experience as a 
legal secretary. 

One attorney we know regards this examination so 
highly he has this to say about it: “A person who can 
meet the stringent requirements to become a PLS is 
fully qualified to do not only legal secretarial work 
but every kind of secretarial work in any field with a 
minimum amount of training to teach her the pecu- 
liarities of the particular job.” 

Other desirable assets for would-be secretaries in 
the field of law are native intelligence and a desire and 
ability to think for herself. From another barrister: 
“Background and knowledge, special skills and per- 
sonality traits are important, but intelligence and the 
desire and ability to think for herself are indispensable. 
My secretary saves me hours of effort because she 
handles many things without bothering me; she care- 
fully screens my callers and telephone calls, makes 
lists of items on which I must give yes or no decisions 
and, after bringing them to my attention, follows 
through on the work. I value her independency.” 

Many advantages go along with membership in this 
field; in general, a good legal secretary is always 
assured the availability of a job. Always there is a 
demand for experienced and capable legal secretaries 
— she can be secure in the fact that she can continue 
in her profession until she desires to retire. 

Salaries are high and range anywhere from $260 
to $700 a month. Vacations generally are two or three 
weeks a year, but one lucky secretary reports that she 
has an entire month. 

In her position, the law secretary learns of the 
whys and wherefores of things not generally expe- 
rienced by most people in their everyday work life. 
In a small office, she has personal contact with clients. 
Working for local, state or Federal government gives 
her an opportunity to come in contact with many 
interesting and famous personalities. And criminal 
law? What could be more fascinating and intriguing? 

You're still groaning about those legal terms? Well, 
meet some of the secretaries themselves and read what 
they have to say about their careers. 











STRICTLY CONFIDENTIAL: 
THE LEGAL SECRETARY 


DORIS 
ANDERSON 


became interested in legal matters in- 
volved in her first job as stenographer 
in an abstract office, assisting in title 
searches. Vacationing in California sev- 
eral years ago, she called at some legal 
offices in Long Beach, made a contact 
and was hired. A secretary in the firm 
of Ball, Hunt and Hart, with George A. 
Hart. Jr., for her boss, she loves her job 
and says, “There is no business like law 
business. In a large office, there’s never 
a dull moment, never monotony.” She 
considers the greatest challenge in her 
job to be given a task about which she 
knows very little and have it to work out 
by herself. “The most fascinating aspects 
of it are,” she relates, “the opportunity 
to meet interesting and important peo- 
ple, working on exciting cases, having a 
super employer.” Doris has no such thing 
as a typical day—it may start at 7:45 
a.m. and not finish until 9 p.m.” Her 
duties consist of everything from going 
over the mail and running errands for 
the boss to serving coffee to and supply- 
ing tissues for weeping feminine clients. 
The most interesting case Doris has 
worked on was the breaking of a vice 
ring that faked automobile accidents and 
collected large insurance damages. Al- 
though Doris never wanted to be a lawyer 
herself —‘“there’s too much _ prejudice 
against women attorneys —she believes 
lawyers, like doctors, are dedicated to 
their profession and have a strict code of 
ethics. An active second vice-president of 
NALS, she also finds time for her pet 
love, travel, and her many friends and 
enjoys a full social schedule. Doris 
knows of no disadvantages to her job, 
she likes it so much! But she has this 
advice for the potential legal secretary: 
“She must be willing to work hard, not 
be a clock watcher, have good nerves, be 
accurate, possess initiative, be willing to 
wecept responsibility and be adaptable 
and ready to adjust to any situation or 
assignment. One of her most valuable 
assets will be her ability to get along 
with people.” Sounds like quite a list 
of credentials, but special advantages 
traded for them are “high monetary re- 


] 


wards an! association with interesting 


and intelligent people,” says Doris. 
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ROSEMARIE 
K. NIEDER 


“fell” into her intriguing career almost 
by accident during a stretch of temporary 
work six years ago in a Miami, Florida, 
law office. When someone didn’t show up 
for work one day, she begged the office 
manager to let her take over as secretary 
to criminal prosecutor Richard E. Geis- 
tein until a replacement could be found. 
She’s been there ever since! Rosemarie 
declares, “I've learned to love it and 
wouldn't be happy in any other field. It 
has the excitement, the deadlines and 
the perfection Ud been used to in my 
former jobs with advertising firms and 
magazines.” She considers the field a 
good one for any young woman to make 
her career in and says, “As her experi- 
ence grows, so will the prestige of her 
position and her salary.” Exactness is the 
greatest challenge to Rosemarie—~Our 
work has to be perfect—in spelling. 
grammar, punctuation, legal matters 
and appearance of complete work. Out- 
side interests for Rosemarie are reading. 
and two canine 
Scotty. 


“Not only is there never a dull moment 





church work, gardening 


friends, her bloodhound and 


at the office, but the condition has taken 
over my home too!” notes Rosemarie 
with a smile of satisfaction. For those 
who plan to follow Rosemarie’s career, 
she recommends a good education, short- 
hand and typing, Dictaphone and cleri- 
cal experience, a desire to produce neat 
and letter-perfect work, an ability to hide 
irritations and annoyances and an im- 
peccable appearance. 


EILEEN 
FISHER 


responsibly guides N ALS as its dedicated 
president. A resident of Beckley, West 
Virginia, she shares the legal load with 
W. A. Thornhill, a lawyer with a general 
practice. “My job is all that I'd expected 
—and more.” Eileen enjoys most seeing 
the results of a particular case or matter 
on which considerable time has _ been 
spent and says there is no set pattern of 
what problems lie ahead each day— 
“There’s something new to face practi- 
cally every hour.” Her day at the office 
is a little different from that of other 
legal secretaries, as her employer is in- 
terested in other work besides law. “My 
f 


outside interests, it is necessary to see to 


first duty is the mail. Then, because « 


the collection, counting and depositing of 
monies. Other assorted duties are check- 





ing the calendar for the day, making ap. 
,pointments, getting out rush jobs, such as 
trust deeds, notes, contracts, ete.. and 
preparing cases for trial as time permits 
and information is available. Her most 
difficult experience on the job was the 
settling of a large estate with no will to 
specify recipients—and the children of 
the deceased were incompetent to receive 
settlement. A touch of irony marks her 
most embarrassing moment: she once 
wrote a deed of correction that also had 
an error in it! Eileen’s husband manages 
to drag her away from her career and 
busy work with Nats for indulgence in 
their mutual whims, entertaining and 
travel. As for overtime, Eileen regrets 
that sometimes when she has personal 
plans “it seems we get rush jobs that 
require my staying late.” “But,” she cau- 
tions. “of course, if a girl is merely look- 
ing for a pay check, she should look to 


some other field 


BERNICE M. 
TABBERT 


went into the field of law because “it has 
a certain fascination and I felt the work 
would be more interesting than general 
secretarial duties.” An acquaintance told 
her the district attorney needed a secre- 
tary for his offices in Modesto, California, 
“so | applied and was hired. Its an ex- 
cellent field to enter.” she continues, 
“but unless a girl is unusually adept, | 
suggest general office work prior to enter- 
ing a law office—that way she'll gather a 
good background and can more easily 
learn the details peculiar to the legal 
field.” Bernice’s major concern is to keep 
her boss happy with her. He must be. for 
every now and then, according to whim, 
she receives a $100 a month raise—"it 
seems the sky's the limit.” Because Ber- 
nice is a perfectionist, detail and organi- 
zation come easily for her. In addition to 
her husband, her major interests are in- 
terior decorating, entertaining and work- 
ing for NALS as a state and national 
officer. Incidentally, she was one of the 
first three legal secretaries to pass the 
PLS examination. The versatility of this 
energetic woman is illustrated in her most 
interesting experience. “| happen to know 
how to ‘speak’ the deaf and dumb sign 
language. Years ago we had a young 
deaf-mute who wanted a divorce. It was 
my assignment not only to ‘talk’ to him 
in the office but also to interpret his case 
for the court. He got his decree and | 
won the everlasting respect of the court.” 
Bernice doubts that lawyers differ from 


(Continued on page 63) 
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LEFT: For looking pretty no matter 
weather—a corduroy coat boastin 
pockets and a puritan collar. White, Bf 
melon. Sizes 5-15. $22.95. By Jol 
Jordan Marsh, Boston; Joske’s, Q 
Higbee Company, Cleveland. 

RIGHT: Two for the price of one—Fi 
bon’s reversible raincoat with slash p 
and printed insert collar. Beige, p 
lilac. 7-15, 8-18. $11.95. At Marshall 
Chicago; B. Altman’s, New York; J. L. 
son, Detroit. 

NOTE: All the coats featured have 
treated with “Scotchgard” Rain Rep 
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which shrugs off raindrops and stains, Jdsts 
for the life of the coat. 
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RIGHT: Beautifully basic—the wear-with- 
everything balmacaan. Oyster, light olive, 
black. Sizes 6-20 (regular and petite). 
By Gleneagles, it’s $26.95. At Nieman 
Marcus, Dallas; Himmelhoch’s, Detroit; 
Broadstreet’s, New York City; Dayton’s, 
Minneapolis. 















LEFT: To take to distant climes— 
Rain or Shine’s “foreign intrigue” 

coot. Notural or willow in sizes 
8-18. $11. Gimbel Brothers, New 

York; Joseph Horne, Pittsburgh; 
Rich's, Atlanta; Hale Brothers, 
San Francisco. 























RIGHT: Plaid partners—a trench coat and 
its matching hat. Blue or green plain in 
sizes 8-18. $22.95. By Rainshedder. At 
Carson, Pirie, Scott, Chicago; John 
Waonomaker’s, Philadelphia; 
Bon Marche, Seattle; Jelleff’s, 
Washington, D.C. \ 
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LEFT: Perfect protection even 
without an umbrella [it's treated 
with “Scotchgard” Rain Repeller, 
of course)—a dolman-sieeved 
, Photos By 
raincoat to wear belted or not. ) 
Natural, willow, lilac, banana. Shelly Smith 
5.13, 8-18. $11. By Rain or 
Shine. At Foley's, Houston; 
Bullock's, Los Angeles. 
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@ As every smart secretary knows, her appear- 
ance plays an important role in her success. 
She must have all the business skills down pat, 
of course. But the promotions go to the girl who 
uses her mirror as well as her typewriter. 

With every step up the ladder, a secretary as- 
sumes more responsibility. She must look as if 
she’s able to take it. What Big Boss could be 


expected to rely upon a secretary who is too 
badly organized personally to keep her nail pol- 
ish neat, her hair in place, her make-up smooth 
and coordinated ? 

Make-up for the office should be just as me- 
ticulous as party make-up, though a lot less 
spectacular. For evening, it’s fun to experiment 
with an exotically colored lipstick or a devas- 
tating new shade of eye shadow that makes your 
eyes big as saucers. For the office, all make-up 
should be artfully discreet. 

It should start with a good foundation that 
will keep your skin groomed all day, necessi- 
tating only a minor check-up at noon and be- 
fore leaving for home. Most girls need a touch 
of color on their cheeks, so a faint hint of rouge 
is called for. Lipstick, of course, in a bright but 
not-too-bright shade and eye make-up to make 
you look alert and alive. 

Eye make-up is especially important for the 
girl who wears glasses—without it, her eyes are 
likely to look dull and faded behind horn-rims. 
And lack-lustre eyes, or eyes that seem wan and 
lifeless, don’t make a girl look very bright. 

Good eye make-up begins with a touch of 
eye shadow on your lids. For the office, eye 
shadow should be just what it’s called, a faint, 
illusive tint that is never obvious but serves 
only as a subtle background for the eyes them- 
selves. It should bring out thei color and ac- 
centuate their whiteness. 


Q¢ 
va 


Choose a shade that complements the color 
of your eyes. Save the dramatic contrasts for 
evening when you're going out on the town, 
Blue eyes look best with Sapphire Blue or Tur- 
quoise Shadow. Brown is for brown eyes. Green 
eyes are flattered by Jade Green Shadow. Grey 
eyes look best with Blue Pearl Grey Shadow. 


Lining your eyes will give them character, 


as well as depth. And it’s easier to do than you 
think. Simply draw a thin, fine line at the base 
of the lashes with the brush that comes in the 
bottle of Fluid Eye Liner. A steady hand is 
needed—but with practice you'll be able to do 
it like a pro. 


Use either black or brown liner for daytime. 
saving the exciting golds and silvers, the exotic 
greens and blues and violets for evening. 

After you've lined your eyes, it’s time to give 
them a lovely frame by applying eyebrow pencil 
to your brows. Apply the pencil in short feather 
strokes to the hair of your brows. After you've 
finished, blend the strokes with your little fin- 
ger for a completely natural look. 

Final and most important step in eye make- 
up is application of mascara to your lashes. 
This, too, is easy. 

Maybelline mascara, for example, has a spiral 
brush that strokes smoothly from base to tips 
of lashes, leaving just the right amount of mas- 
cara on the lashes and separating them individ- 
ually as it works. Black or brown mascara will 
be your choice for day, while you can have fun 
with colors in the evening. 

For after hours, eye make-up really can be 
fun. But from nine to five, it’s smart to keep 
it in perspective as a very valuable tool in your 
grooming kit, one that helps you project the 
image of whe: you really are .. . an efficient, 
attractive you" ~ woman who’s on the way UP. 
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TEACHER’S SECTION 


Contents: 





Analysis of Articles by Subject 
For the Legal-Minded Student 
For the Office-Bound Student 





To The Teacher— 


Thanks to one of our readers, Mrs. 
Helga Cernicek in New Orleans, 
Louisiana, here’s another bulletin 
board display idea that can be used 
in any class as a motivational device. 
Draw a caricature, find a picture 
from the funnies section of the news- 


paper or cut a pictvre from a maga- 
zine. Place it on the bulletin board. 
Below it, write in shorthand or in 





longhand, Susie Smart Says, and a 
timely quote for that day. Example: 
Susie Smart Says: “You will find a 
helping hand most often at the end 
of your own arm.” In typing class, 
use Speedie Strokes Says for the 
lesson page and beginning warmup 
exercise. For bookkeeping reminders 
use Debbie Debit Says. 


Editor, TEACHER’S SECTION 
Joan Sivinski Handal 





Analysis of 
Today's Secretary Articles 
By Subject 











Ask The Experts 





Crossword Puzzie 





Data Processing Terms 





Lullaby And Good Health 





Notes & Quotes 





Product Points 





Recipe For: Super Secretarial Institute 





Riot Act 





Secretarial Bookshelf 





Strictly Confidential 





The Brain Picker (Part IV) 





The Exciting World of ‘“‘CBS Reports”’ 





The Government and Your Money 





The Human Side 








Word Teasers 









































FOR THE LEGAL-MINDED STUDENT 





After reading “Strictly Confiden- 
tial” on page 26 

Many students are drawn toward 
this profession because of the interest- 
ing work and the high salaries. 

To last as a legal secretary, the stu- 
dent must comprehend to the utmost 
the extreme need for accuracy. In- 
deed, most legal papers are not valid 
if there is an erasure on them. Once 
in a while it is acceptable to strike out 
an error and type the correct word 
above it; but in this case, the typist 
is required to write his initials beside 
the correction. 

The reason for the extreme urgency 
for absolute accuracy is that if the 
typist can make an alteration so has 


anyone else the right to make an 


alteration. Who is to judge which 
alteration was done legally and which 
alteration was done fraudulently? 

All blanks in legal forms must 
contain typing. A typist should begin 
one space after the printed word to 
complete the sentence. If a larger 
space is left on the form than is 
needed to fill in the missing informa- 
tion, most legal offices require the 
space to be filled with typed hyphens. 
This is a policy that varies with offices 
so the new employes should remember 
this is one question that should be 
asked the first day of work. 

If a question is not applicable to 
a situation, the typist still needs to 
fill in the blank. Hyphens should be 
typed, thus showing that the question 


was not overlooked. 


The terminology used in legal work 
is long, wordy, with much punctua- 
tion, and contains words foreign to 
the everyday business vocabulary. 
The student should plan to use ab- 
breviations for the commonly used 
words. To give the students a taste 
of the terminology, dictate slowly a 
few terms and their definitions. 

Much of the secretary's time is 
spent preparing briefs and summaries 
of cases. Dictate the following, which 
is an excerpt of a case in the Court 


of Appeals of New York. 


In July, 1960, the defendant was 
operating a subway railway. The 
plaintiff while a passenger on the 
railway saw a package on a seat op- 
—_ him left by a passenger who 

had alighted. He went to and picked 
up the package. He examined it and 
found no name or mark upon it. He 
had not an idea as to who owned it. 
He disembarked at the first subse- 
quent station stop of the train taking 
the package with him. He was about 
ten feet from the car when a railway 
guard in whose charge the car was, 
touched him on the shoulder and said, 
“What are you going to do with that 
package?” —1to which he replied, “I 
am going to keep this and advertise 
for the owner.” Forthwith the general 
trainmaster of the defendant, Mr. 
Blewitt, asked the same question, to 
which he replied, “What authority 
have you?”—and Blewitt stated: “I 
am the superintendent of this line.” 
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FOR THE OFFICE-BOUND STUDENT 





After reading “Recipe For: Super 
Secretarial institute’ on page 23 


The most valuable part of the con- 
ference for the secretaries was the 
completion of a personalized Job Plan. 
It was suggested that each worker 
make an original and three copies of 
the Plan. A Job Plan contains a list 
of duties—major and minor with a 
schedule according to occurrence 
(daily, weekly, monthly, semiannual- 
ly, annually and occasionally). 

A copy of the Job Plan is shown 
below. It is suggested that the teacher 
duplicate the Plan and give one copy 
to each student. By way of review 
of the duties so far studied and dis- 
cussed in class, have the students 
make a tentative plan of what they 
think their duties will be once they 
begin working and also the approxi- 
mate occurrence and time that will be 
spent doing each job. In the instruc- 


tions column, have the students tell 
how it should be done in a way that 
can be understood by other students 
and workers. Collect and save these 
Plans. 

This is the beginning of a follow- 
up study of actual office duties and 
time allocated. Next year, mail five 
copies of the Plan to each student 
(then an employee in some firm) and 
ask them to list the duties performed 
and time spent doing them. Have 
them mail you the first copy. Suggest 
they keep one copy for their own 
records, give one to their employer 
or immediate supervisor and one to 
the personnel department. 

This will be an easy way for you to 
check the effectiveness and timeliness 
of your secretarial class for the busi- 
nesses in your community. This is 
also a way to help the failing em- 
ployee and encourage a promotion for 
the competent worker. 








JOB PLAN 
Employee's Name: Date 
Position: 
DUTY SCHEDULE INSTRUCTIONS 





How frequently? 
Daily, weekly, etc. 











Tell exactly how you must do each duty. 
Cover each item in detail so that it can be 
understood by others. Use exhibits or samples 
where necessary. 
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FOR THE GENERAL BUSINESS CLASS 





After reading “The Government 
and Your Money’”’ on page 24 


Here is a suggested class presenta- 
tion. Say something to this effect: 

Today, one of the biggest issues 
facing the new Federal administration 
is economic stability. If you could 
be a reporter and if it were possible 
for you to be present when the eco- 
nomic advisers talk with the Presi- 
dent, you would have a brief résumé 
of the Federal reserve and central 
bank monetary policy similar to this: 

The Federal Reserve System is a 
network of twelve banks located in 
large cities with 24 branches in 
smaller centers. Although it is owned 
by its member banks, the Federal 
Reserve Banks are equivalent to a 
branch of the government. They are 
like the Bank of England or the Bank 
of France—they are a bank for bank- 
ers. Instead of seeking profits, the 
Federal Reserve authorities have for 
their sole purpose the promotion of 
the public interest. 

The Federal Reserve Banks, to- 
gether with the United States Treas- 
ury, provide us with our supply of 
currency. Almost more important, the 
Reserve Banks are the ultimate crea- 
tors of the reserves of the member 
banks. Each $1 change in bank re- 
serves can have a fivefold effect upon 
the volume of bank money or demand 
deposits. This network is supervised 
by seven men—the Board of Gover- 
nors—appointed by the President. 


As ordinary banks do, the Reserve 
institutions handle checks, take de- 
posits and make loans. But, unlike the 
average bank, they have three further 
functions. What were these functions 
that were listed in the article? 
Answer: (1) To supervise a great 
part of the nation’s banking system ; 
(2) To put paper money and coins 
into circulation through commercial 
banks; (3) To hold legally required 
“reserve” deposits of commercial 
banks, increasing or decreasing the 
deposits to influence the amount and 
the availability of credit or money. 

The reserve banks can affect the 
supply of money by paying out Fed- 
eral reserve notes or checks to the 
public, to the Treasury, or to the 
commercial banks. These two kinds 
of payment result in an expansion of 
reserve bank liabilities—in either 
Federal reserve note liabilities or in 
deposit liabilities which the Reserve 
Bank owes to the commercial member 
banks. In return for this expansion of 
these liabilities, the Reserve Banks 
must acquire an equal amount of 
assets: government securities, loans or 
gold certificates. This procedure is 
done in times of deflation. 

Now the reverse is done in times of 
inflation. To contract the supply of 
money, the Reserve Banks give up 
security assets, loan assets, or gold 
certificate assets and take back an 
equivalent amount of their Federal 
reserve notes or deposit liabilities. 

Contracting Federal reserve notes 
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FOR THE GENERAL BUSINESS CLASS 





will reduce the currency in the hands 
of the public and the banks. Even 
more powerful is the contraction 
brought about by a reduction in the 
deposits held by the member banks 
with the twelve Reserve Banks. For 
these deposits constitute the “reserve 
balances” of the member banks; if 
these deposits fall $1 below the legal 
requirement of 20 per cent of com- 
mercial bank demand deposits, then 
the member banks as a whole must 
contract demand deposits by $5. 

This operation of tightening or 
loosening the money supply is often 
referred to as “open-market opera- 
tion.” Next in importance to open- 
market operation is a policy of raising 
reserve requirements. 

Less important is loan policy— 
raising the discount or interest rate 
on acceptances, etc. The Reserve au- 
thorities may also try to use “moral 
suasion,” putting public and private 
pressure on the banks to contract 
their operations.‘ Finally, the Board 
of Governors has the power to raise 
margin requirements for stock-market 
purchasing, if necessary, up to 100 
per cent. During World War II, it 
also exercised direct control over the 
terms of installment and charge-ac- 
count purchasing, specifying mini- 
mum down payments and maximum 
periods of payment. 

After giving President Kennedy 
this background, the advisers would 
hasten to add—Today few economists 
regard Federal Reserve monetary 
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policy as the cure-all for controlling 
the business cycle. 

For example, by increasing the 
volume of their government securities 
and loans and by lowering member 
banks legal reserve requirements, the 
Reserve banks can encourage an in- 
crease in the supply of money and 
bank deposits. They can encourage 
but, without taking drastic action, 
they cannot compel. For in the mid- 
dle of a deep depression just when we 
most want Reserve policy to be effec- 
tive, the member banks are likely to 
be timid about buying new invest- 
ments or making loans. If the Reserve 
authorities buy government bonds in 
the open market and thereby swell 
bank reserves, the banks will not put 
these funds to work but will simply 
hold reserves. Result: no 5 for 1, “no 
nothing,” simply a substitution on the 
bank’s balance sheet of idle cash for 
old government bonds. If banks and 
the public are quite indifferent about 
the gilt-edged bonds—whose yields 
are already very low—and idle cash, 
then the Reserve authorities may not 
even succeed in bidding up the price 
of old government bonds; or what is 
the same thing, in bidding down the 
interest rate. 

Even if the authorities should suc- 
ceed in forcing down short-term 
interest rates, they may find it im- 
possible to convince investors that 
long-term rates will stay low. If, by 
superhuman efforts, they do get in- 
terest rates down on high-grade gilt- 
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edged government and private secur- 
ities, the interest rates charged on 
more risky new investments financed 
by commercial loans or stock-market 
flotations may remain sticky. In other 
words, an expansionary monetary 
policy may not lower effective interest 
rates very much but may simply 
spend itself in making everybody 
more liquid. 

This is true because our economy 
is divided into two sections: (1) the 
public, administered by the govern- 
ment; (2) private enterprise, which 
accounts for an overwhelming ma- 
jority of the national output. Drawn 


up between these two sectors are the 
battle lines of the liberal-thinking 
people and the conservative-thinking 
people. 

It is assumed the students were 
asked to read the magazine article 
the night before this class meeting. 
It is assumed further that the stu- 
dents were directed to compile a chart 
showing the thinking and views of the 
liberals and conservatives on the four 
issues. given in the article. With the 
students’ help put this on the black- 
board in chart form similar to that 
below. 


Economic Views 


Liberals 


1. Government control—should be 
strong. (The government should be 
armed with laws to protect its people 
from the influence that private wealth 
and private enterprise van exert upon 
them.) An example of this: child 
labor laws. 


2. Giant corporations—should not be 
left uncontrolled in the pursuit of 
profit. 


3. Social legislation—should be in- 
creased, as the recent proposal to in- 
crease medical care for the aged and 
place it under the Social Security 
System. 


4. Taxation—should be progressive. 


Conservatives 

1. Government control—is a last re- 
sort, lest power pass from the people 
to the state they have created. Admit- 
ting need for social improvement, 
solutions should be on voluntary and 
individual basis. If this fails, the 
conservative creed demands action on 


a local level. 


2. Giant corporations—private own- 
ership is one of the cornerstones of 
freedom and of a correct financial 
policy. 

3. Social legislation—should be under 
a state-based system, and kept to a 
minimum. The liberal would elimi- 
nate the problems of a minority group 
by using the government to do away 
with the economic and social differ- 
ences that create them. ; 

4. Taxation—should be direct and 
equal for each person. 
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HUMAN RELATIONS CLINIC 





After reading, “The Human Side” 
on page 17 


This article discusses a common 
problem between a trainer and a 
trainee. The solution is given from 
the trainer’s point of view. Now, let’s 
explore the possible solutions from the 
trainee’s point of view. 

From the short description, what 
seem to be Joan’s failings? Answers: 
(1) continuously asks the same ques- 
tion about spellings of technical terms 
and unusual names; (2) continues to 
ask questions about routine office 
work; (3) asks questions by inter- 
rupting Louise, her trainer, no matter 
what she is doing or to whom she is 
talking; (4) is inquisitive about per- 
sonal matters; (5) shows resentment 
about the way work is completed. 

Now, let’s see how each of these 
failings can be corrected by Joan. 

For Failing No. 1: Get a spiral 
shorthand notebook. Mark it “Termi- 
nology Reference Notebook.” On one 
side list all the words that are new or 
that are difficult to spell. On the other 
side of the notebook record names 
and addresses. If Joan would check 
this notebook a few minutes daily, 
soon she would find there is no need 
to ask Louise for this information. 

Another invaluable idea jis to study 
the style of business letters used in 
the office. Then make a sample copy, 
using x’s or hyphens for the body of 
the letter, but copying the date line, 
subject, attention line, inside address, 
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salutation (complete with punctua- 
tion), complimentary close and clos- 
ing lines. 

For Failing No. 2: After complet- 
ing a new type of work, ask the trainer 
to check it for possible errors or 
omissions. Then Joan should make a 
copy of the work to be retained in 
her own personal files. Write any 
notes or additional information on 
the sides and bottom of the paper. 

For Failing No. 3: Complete a 
job before asking even one question. 
Then Joan should excuse herself and 
ask the trainer if she has time to 
answer some questions. Then ask all 
the necessary questions for that job. 
By all means she should remember to 
act as though she is intruding and 
asking a favor of the trainer. This, 
of course, is not the case, but it pro- 
motes good human relations. 

For Failing No. 4: Joan should 
make up her mind never to ask a 
personal question of the trainer. She 
must wait until the trainer forwards 
the information. True, Joan is prob- 
ably only asking the question to be 
friendly, but nine out of ten times 
this kind of friendliness is misunder- 
stood. 

For Failing No. 5: A new em- 
ployee needs to prove herself to the 
firm that she has the necessary skills 
and abilities to accomplish the work 
as it is now done. After passing this 
test, then only has the employee the 
right to offer a suggestion. Never has 
she the right to criticize. 
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WHAT’S YOUR READING SCORE 





Each one of the following statements pertains to information given in this 


month's issue. If the statement is true, circle the T; if the statement is false or par- 
tially false, circle the F. 


Check the following sentences for correct English. 


anre 


~ 


~ 
~ 


12. 
13. 
14. 
15. 
16. 


17. 
18. 


19. 
20. 


21. 


. A good supervisor makes sure he is indispensable. 
235. 


24. 
25. 


CODNIDAS 


Refund will be made upon the approval of the Manager. 
He will receive an M. A. degree in June. 

She will receive an B. A. degree in June. 

Ill be seeing you next spring. 

She read the book and listed its good points. 

Cannot Mary come along? 

Why is Stacy's gown hear? 

He passed his examination. 

Has he past the bread? 

"Pest," he shouted, "Look over here." 


Check the following statements for accuracy. 
. The average secretary has authority to open mail, 


sort it and discard circular material of no interest 

to her employer. 

The average secretary has authority to correct errors 
in grammar and arithmetic when transcribing dictation. 

The average secretary has authority to call the 

employer's attention to personnel problems. 

The average secretary has the authority to make 

decisions in the employer's absence. 

Loyalty, accuracy, and speed in completion of tasks are 
the three outstanding abilities of legal secretaries. 

The Federal Deposit Insurance Corporation is part of 
the Federal Reserve Systen. 

The liberal thinkers believe in progressive taxes. 

A new employee should ask questions of the superior 

any time that is necessary. 

Liberals advocate more Federal control. 

Super secretarial institutes are being conducted 
throughout the United States and Canada. 

Job Plans have won secretaries advancements. 


When a sentence ends with a quotation and an ellipsis, 
but the quoted matter does not contain a complete 
sentence, the sentence should end with 3 periods. 

For emphasis, infinitives may be split with a word or 
a phrase. 

Commas cannot be used to separate sentences that do 
not contain a connecting word. 
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L Note 
T& 


to the Teacher: Duplicate the above. Use a 60-space typing line. Leave 5 spaces between the 
F columns, Type T & F for each statement. The correct answers are shown above. 
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SPECIAL INDUSTRY DICTATION 





Based on Data Processing Terms—page 43 


Before dictating the following speciaily-prepared letters, you 
will need to preview all italicized terms. Have the students write 
each word two times, spelling and pronouncing it as they write. 


Dear Mr. SMITH: 

Since the initiation of our data 
processing system, we have developed 
several’ general and special purpose 
programs that may be of interest to 
you. One of these programs will 
convert” binary numbers to decimal 
numbers expressed in BCD. For this, 
four accumulators are needed. I* feel 
sure that you will find particular use 
for this conversion routine. 

Included within our library of* 
general purpose programs are, of 
course, the utility programs that load 
memory, clear memory, aid in® de- 
bugging, etc. Some of these may be 
adapted to perform housekeeping 
functions in a main program® or may 
be used as subroutines. 

Of the larger type, general pur- 
pose programs are a sort and a merge 
program.’ These programs will first 
sort and then merge a tape file of any 
number of records into any desired 
sequence.° The records may be either 
fixed or variabie word length. Fre- 
quent checkpoints are incorporated 
within both’ programs. 

If you feel that you can make use 
of any of our programs, do not hesi- 
tate to say so. We will forward’® the 
program in symbolic language and 
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include all pertinent flow charts so 
that you may readily incorporate’ 
your own features and patch when- 
ever you feel it is necessary. You can 
then use your processor to’* assemble 
a machine language program. 
CorDIALLY yours, (250) 


Dear Mr. Wuite: 

With reference to your letter of 
the 23rd, the following are the speci- 
fications’ of the data processing sys- 
tem scheduled for installation in May. 

1. The input/output devices will? 
be those normally associated with a 
digital computer. That is, a card 
reader, magnetic tape* units, printer, 
card punches, etc., will all be avail- 
able. Of these, only the tape units 
will be* on-line. The remainder will 
be used off-line. 

2. The main internal storage will 
be of magnetic cores capable’ of 
holding 100,000 characters of infor- 
mation. The core memory will haye 
an access time® of six microseconds. 

If you feel this system meets with 
your requirements, please get in touch 
with us so that we may’ arrange a 
schedule that will be mutually satis- 
factory. é 

SINCERELY yours, (155) 
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THE BRAIN PICKER (Part IV) 


by Dreyfack 

THE PENTHOUSE OFFICES of 
Daniel C. Wilcox, soon-to-retire head 
of UBA, towered over New York’s 
East’ Side, and within the mahogany- 
paneled walls the president paced the 
room. 

The lines of hard-pitched corporate 
battle* were etched on his proud, 
strong face. The glow of countless 
personal triumphs shone in his eagle- 
gray eyes. Mr. Wilcox® was a fighter, 
and he'd be one to the end. 

Even now, as he ban his fist on 
the desk, it was with vigor* of a 
man half his age—a gesture of de- 
fiance. Retire he must, but he’d go 
out in a blaze of glory,” vanquished 
perbaps by time but not by man. 

Mr. Wilcox at this moment was 
in a rage. Les Freres Blanche (FB), 
the® jt s leading cosmetic house, 
had advanced the presentation date 
by a week—to eleven the following’ 
morning. 

“Trent,” the president roared, 

“nailing this account will be the 
crowning point of my service. They’ve 
given us an* unreasonably inade- 
quate time to finalize our showing, 
and they know it. It’s their way of 
putting us® to the test, learning what 
we can do under pressure, assuring 
themselves that when FB whistles 
UBA jumps.*® Well, jump we will 
then, blast them!” 


Jason Trent's S$ eyes rleamed i- 
ly. He wanted this nue an 


pointed office’’ for his own. Even 
more important, he craved the power 


and prestige that went with it. 
“We'll it, sir! If I’* have to 
work night and day.” 


Mr. Wilcox grumbled his ag 
“Are you getting enough help 
“The staff is behind"* me all the 
wa 
t watched the old man close- 
“Of course, Barry’s leaving for 
Chica igo today will hurt, but, [ll 
cover tor him. As I’ve said, all 
night if necessary.” 

Barry’s niece was being married, 
and he was to be best man.”* Trent 
wanted to be sure Mr. Wilcox was 
aware of Barry’s departure at this 
critical time. The president”* grunted. 

Trent decided on another move. 
heer oR sir, while on the sub- 
ject—hope I can speak frankly.’” 
Ne reputation’ for toughness is 

d throughout the industry. But 
ry eam the feeling some of the staff’* 
mistake this strength of character for 


disapproval. for example. 
Now there’s Bs Xf man who needs 
an’® occasional boost from topside. 
His work on Citroo-Sweet, to cite one 
case. He offered an idea or two which 
were” quite useful after I worked 
them over. Wouldn’t hurt to tell hira 
so,” 

An expert student of human na- 
ture, Treat” knew the chief — 
anyone who was man potty. wi Fm face 
up to him. Trent knew, too. 
was becoming™ restless, and chew 
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Barry’s creative ability he was dead. 
Wouldn't hurt to lay the groundwork 
for a®® little harmless buttering-up to 
allay the suspicions that secretary 
must be planting in his mind. 

From™ the penthouse Trent went 
directly to Barry’s office. He knew 
the presentation was near comple- 
tion, but he wanted** some additional 
briefing for the session with FB. 
Maybe he could get Barry to cancel 
his trip.** Ordinarily, putting the 
pressure screws on people didn’t 
phase Trent, but this boy would take 
some handling. 

To Trent’s surprise,” Barry wasn’t 
unduly dismayed about FB’s moving 
ahead the presentation date. He 
noticed, too,”” a wariness in the pro- 
gramming director's manner which 
disturbed him. 

“Been expecting something like 
that,” Barry™ said. “It’s an old trick. 
But tomorrow at eleven. Whew!” 

At her desk across the room Joyce 
sat poised attentively” like a mother 
hen prepared to protect her young. 

Trent adopted a tone that was 
edged with warning. “Just came from 
the” chief. He’s counting on us to 
whip this into shape if it takes all 
night.” 

Immediately, Trent knew he had 
overstepped™ his bounds. Barry was 
no novice. He must realize that 
through Trent’s manipulation UBA 
was to be®* represented at the FB 
showing by only the chief and him- 
self—with Barry left out. Now Trent 
could feel the™ tension in the office, 
the coldness of Barry’s manner, the 
hostility of the young woman across 
the room.** 

Trent’s approach quickly changed. 
He affected a warm, hearty grin and 
punched Barry lightly on the arm. 
“Don’t look so solemn,** boy. We'll 
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pull through. We always do.” 

Trent lifted the desk phone and 
asked for the penthouse. Waiting, he 
explained to Barry*’ how the presi- 
dent had ordered him down here to 
tie together final plans and call him 
back. Mr. Wilcox’s™ gruff voice 
rasped across the wires. Even Joyce 
could hear it a her desk. 

“I’m down here with Barry now,” 
Trent said. “Just wanted” to ease 
your mind, sir. Operation FB is 
proceeding full blast. Barry has 
some ideas that will have*° them pant- 
ing. The same quality of topnotch 
thinking he put into Citroo-Sweet 
will go into this show—only*’ more 
of the same. Yes sir, thank you. I’m 
sure he will.” 

Trent hung up. “Chief wants to 
convey his personal thanks for the 
job** you’re doing, boy. He really 
appreciates it.” 

Joyce, at her desk, frowned her 
puzzlement. What was this Trent up 
to** now? It didn’t make sense. Then, 
suddenly, it did. Her boss wanted so 
much to have faith in his fellow man, 
and Trent’s** act was so convincing. 
Already the tension was dissolving. 
Mr. Lindstrom was off his guard, and 
Trent was all** affability and good 
humor. No more pressure, no more 
screws. Just brotherly love. 

Trent finally left, with an** hour of 
briefing behind him and a promise 
from Mr. Lindstrom that the presen- 
tation would be ready for the*’ art 
department by the time he left for 
Chicago. 

For the rest of the morning, all 
through lunch hour and for the bet- 
ter** part of the afternoon, he worked 
on the project. Joyce, a vital third 
arm, worked alongside taking notes 
and swiftly*® transcribing them into 
hard copy. 
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At 3:35 the job was complete: bril- 
liantly conceived, a masterpiece” of 
creative expression, a gem of sales- 
manship. Joyce sent it to the art de- 
partment at 3:38" for the final frills 
and garnishing as Mr. Lindstrom left 
for the airport. 

At 3:42 the telephone™ rang. It 
was the ninth time Trent had called. 
She was keeping score on a steno pad. 

Hours passed. At 7:46 Joyce™® 
chalked up phone call number seven- 
teen. Ten minutes later the presenta- 
tion came down from art. It was per- 
fection.** Barry Lindstrom at his 
best. 

The phone rang. Number eighteen. 
Joyce let it ring again and again. 
She couldn’t bring herself** to answer 


it. 

Suddenly, on impulse, she 
grabbed up the presentation, all 
copies of it, stuffed it into” a leather 
envelope and raced with it to the 
elevator. 

“Hurry!” Her voice snapped 
urgently at the operator.” Pain on 
her face, she clutched her side. “It’s 
appendicitis. I have to get to a hos- 
pital!” 

The operator®’ went down as fast 
as he could, ignoring all floor stop 
signals. 

In front of the building, with the 
dazed operator™ still gaping at her, 
Joyce piled into a taxi. She was 
crazy, and she knew it. 

“T'll be all right,” she assured” the 
worried operator. “Just tell Mr. 
Trent I had to leave, that it was a 
matter of life or death!” (1219) 

To be continued. 


RIOT ACT 


by Neal Neitze! 
i 


TO SEE THE SAWED.-OFF, pi- 


geon-chested guy who lives in the 
apartment adjoining ours, you'd 
never—and I mean never—’ expect to 
hear him sounding off to anyone big- 
ger than he is, And I guess everyone 
is bigger® than he is. 

His name is Walter Rhodes. His 
wife’s name is Ellen. They’re a mid- 
dle-aged couple, and they’ve been liv- 
ing in® this building for practically 
fifteen years. 

ar wife Marie and I had just fin- 
i watching a western on TV.‘ 
We turned down the volume during a 
commercial—you still can’t convince 
me that they don’t boost the sound 
when those smirking’ health fiends 
begin huckstering. 

Anyway, that was when I heard 
the little guy in the next apartment 
say, “I’ve® taken my last insult from 
you, Talledge! I’ve been a book- 
keeper for thirty years—seventeen 
of those years with your’ company. 
If that doesn’t entitle me to at least 
a friendly greeting from you morn- 
ings when you walk through the® of- 
fice, forget it! But don’t come 
around to my desk, growling about 
reports and statistics that you have 
misplaced!* Yes, you!” 

Marie and I locked stares. She 
switched off the TV set. What pro- 
gram could beat what we were hear- 
ing! 

I tiptoed’® over and sat down on 
our sofa. It’s right next to the wall 
separating the apartments. I heard 
some sort of’’ gruff mumbling, but I 
couldn’t make out what was being 
said. I figured it was Jasper Talledge 
telling Walter Rhodes’* to simmer 
down. 

“You don’t know the meaning of 
loyalty!” Walter Rhodes shouted. 
Even I winced. “Don’t talk to me 
about’* being calm and keeping my 
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emotions under control, Talledge! 
You were the one who stormed out of 
your private’* office this morning, 
yelling about an error on the balance 
sheet! And when I proved to you 
that there wasn’t any’® error, did you 
apologize?” 

I braced my feet on the floor, ex- 
a a real blast from J. C. Tal- 

ge.” I know him. Not real well, 
but we belong to the same lodge and 
I see him one night a week during 
bowling season."” He’s a big, florid- 
faced business tycoon while he’s 
working, but I see the other side of 
him. You know, when he’s relaxed™* 
and acting natural, away from the of- 
fice. Then you couldn’t want to meet 
a nicer, more down-to-earth sort’ of 


guy. 

Walter Rhodes must have spent 
the next ten minutes reading the riot 
act to his boss. Then there was si- 
lence. 1°° was tempted to open the 
door leading to the hall to peek out, 
but Marie didn’t think I should. 

“T have to admire” the little guy,” 
I told Marie the next morning. “He 
really unlimbered some big guns in 


telling off J.** C. Talledge. He'll have | 


a problem now, though. Getting an- 
other job.” 

On bowling night, when I saw Jas- 
per laughing and* kidding with the 
other men on his team, I didn’t mean 
to poke my nose into the situation, 
but somehow™ I did. While we were 
taking a break between frames I men- 
tioned that I lived next to his former 
bookkeeper. 

Jasper™ didn’t give it much of a 
tumble. I supposed that he didn’t 
want to think about how unpleasant 
that. evening*® had been, but I de- 
cided to do a little good-natured prod- 
ding, if you know what I mean. 

“I guess we never” really know 


other people, do we?” I started out. 
“Even when I was in the army I 
never heard” anyone get read off the 
way you did,” I told him. “Not that 
the wife and I wanted to eavesdro 
you understand. But® we weally 
couldn’t help hearing; old Walter 
Rhodes really had up a full head of 
steam.” 


J. C. had been smiling” and 
quietly easing away from me, but 
when he caught what I was saying, 
he ‘walked back, a peculiar sort™ of 
expression on his round face. 

“No, a person wouldn’t es old 
Walter to get his back up,” Talledge 
said™ thoughtfully. “Anyone else, 
but not mousey-mannered old Wal- 
ter.” He rubbed his jaw. 

One of the guys from Jasper’s team 

ed** for him to get up to the line. 
watched him. fis delivery was 
usually strong and sure. This time, 
the ball** wobbled crookedly, catch- 
ing only three pins. His clean-up shot 
a much better. He got seven in 

I bowled™ then. My third strike in 
a row! When I came back to the 
bench, Jasper was there. He asked 
me how much I’d heard the other*® 
night, so I told him some of it. 

for mentioning this, 
Smitty,” J. C. Talledge said when I'd 
finished. “You see, I* have never 
been in the Rhodes’ apartment. I 
don’t even know where they live.” 

My jaw sagged a foot! Now Id 
done it! Can™ you imagine? The 
little guy must have been yelling at 
himself—or maybe his wife was pre- 
tending to be old” man Talledge 
while Walter got everything off his 
narrow chest! 

“I want you to be the first to 
know,” Jasper“ said, grinning at me 
as he lit a cigar. “In the morning, 
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I’m going to call Walter Rhodes into 
my office.” 

I nodded numbly, feeling really 
guilty and terrible because by talking 
too much I'd talked a nice little** guy 
out of his job. 

“And I’m going to promote him to 
chief accountant,” Jasper Talledge 
said, puffing vigorously** on the ci- 
gar. “He deserves it. And I deserve 
those things he said.” Then he 
winked at me. “Of course, what I’m 
telling** you now is strictly between 
you and me, Smitty.” 

I was grinning, too. Really grin- 
ning. “Strictly,” I promised. (900) 


LULLABY AND GOOD HEALTH 


by Roberta G. Paviu 
DO PEOPLE actually need sleep? 


The answer to this is very simple— 
yes. If a person works at a job’ all 
day and maybe on some hobby at 
night, sleep is the only way to get 
fresh strength for the next day. 

Some people* feel that sleep is a 
waste of the good hours they could 
use for fun and they get as little as 
they can get away with.* Other peo- 
ple will work too hard, from early 
in the morning till late at night. 
They feel that sleep will take away 
from* the hours they could use for 
reaching the goal of their lives. This 
might be a large sum of money or 
perhaps an important” job. 

But nature is very wise. People 
may stay up late at night, have all 
the fun they please and feel that they 
are® getting away with it. After a 
while, though, it will catch up with 
them. A man who said that he did 


not need much sleep’ and was “ane 
because he could work late hours 
every night will someday see that his 












health has gone. He will lose all the® 
hours he thought he had saved be- 
cause now he will be too sick to leave 
his bed. 
A person may think that because 
his work® is hard and he does it well 
he has the right to a lot of fun. This 
re be true. But he is wrong if he 
feels that’® he wastes the night when 
he sleeps. He may stay up late, but 
the next morning will no doubt find 
him tired and in a bad mood.”* He 
will also find that even an easy job 
will make him tired very fast. 
People do not sleep only be-° 
cause’* they need to regain their 
strength. They need “mental” sleep, 
too. A man must get away from a 
problem he may have. A problem’*® 
is, or at least seems, worse when he 
does not get away from it for a little 
while. It is only during his** 
that he is free of it. Sleep will also 
give him a fresh look at life. 
B. . rr is it a Sea Ye but 

eep is a pleasent duty that many 
ag Rye Most of us like to sleep 
and feel that it is a pleasure.’* The 
person who does not feel this way 
and gives it up will not only do harm 
to his health but will miss the’” bene- 
fits that can be gained from a good 
night’s rest. (384) 


JUNIOR OGA 


God grants liberty only to those 
who love it and are always ready to 
and defend it. Our aim should 
* the protection of this freedom. 
By the blessing of God, may our 
country become a vast and i 
monument,” not of oppression and 
terror, but of — , wisdom and 
peace, which other nations ma 
gaze with® admiration forever! (64) 
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Senior OGA 


Not long ago, I saw a picture of a 
man sitting on a bench. He was sur- 
rounded by the makings of a’ beauti- 
ful home. At one side of him there 
was a great pile of lumber. On the 
other side of the lot were bags of? 


cement, sand and the mixer. Inside 


the curbing were the bricks. And 
there in the shed were all the tools 


necessary® in the construction of the 
building. 

Just one thing was lackin 
knowledge of how to build a house. 
And there sat that* dejected man on 
his workbench, totally ignorant of 
how to take advantage of his good 
fortune. Every’ man is surrounded 
by the raw material out of which suc- 
cess can be constructed, but he must 
know how’ to use it. (122) 





SHORTHAND PUZZLE 








HORIZONTAL 
1. companies 


54. were ’ 





55. power 
4. bad 


SOLUTION TO PUZZLE ON PAGE 49 
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7. foot 








a 
56. letters a 
58. year 











kee 





9. fetch 59. reduce 
12. wrecks 61. safety 
14. models 63. rivers 
16. agree 65. matter 
17. inkwells _ 67. thirst 
19. gray 69. exile 
20. trickled 70. woodwork 
21. copies 72. mature 
23. crest 73. tease 
25. run 74. mother 
27. tear 75. apple 



























































28. earn 76. size 














29. very 








30. sight 
32. niece 


VERTICAL 
1. creditors 









































34. stay 
35. teen 
36, tray 
38. cat 
40. nearer 
42. mark 
4A. edgy 
45. cut 
46. rated 
47. worked 
49. leaf 
52. elk 


2. pink 
3. squeak 
5. aim 

6. dogs 
7. flake 
8. us 

9. forget 


13. slot 
15. Dr. 


16. arson 


18. span 
20. terrain 


22. early 

24. return 

26. nightmare 
10. irk 29. virtually 
11. children 31. traded 

33. skit 

34, still 

35. truly 





37. where 
39. age 
41. week 
43. crowds 
46. regret 
48. crew 
50. Ella 
51. fifth 


53. creatures 
55. peril 


57. steam 
59. revise 
60. smooth 
61. stray 
62. erase 
64. easy 
66. aid 

68. sty 

70. world 
71. keep 




















Even the loveliest eyes look wan and faded without make-up. 
So, before you start for the office, be sure to spend 
five minutes giving your eyes the “dressing” they deserve. 











First step in eye make-up is application of eye shadow to your 
lids. Apply the shadow from inner corners of the eyes outward 
and a bit upward, covering the entire lid with a faint 
hint of color. You may want to soften the color 
a little by blending it with your fingers. 











Give your eyes the frame they deserve by darkening your 
brows with eyebrow pencil. Apply the pencil with feather 
strokes to the hairs of your brows and be sure to 
extend them one-quarter inch beyond the outer 
corners of the eyes. Then, with your little finger 
blend the strokes. 








Final—and most important—step in eye make-up is 
application of mascara. Use one that has its own spiral 
brush—swoop from base 
to tips of lashes 
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How fast can your 
hand Mar smell Shaugliied: ‘Gils seater ial is 


ad shorthand? Ye ou can pr robably speed thre ough this pa age ; which poe 
counted in groups of twenty 


sed on Chapters One through Four of the Gregg Short- 2 th 
‘sta nda rd” words each, so that you can estimate your reading speed. . 
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rop into a box coins of every size: 

different dimensions of craftsman- 
ship and responsibility. Shake that box 
with the talents of a thousand nationali- 
ties. and turn it over under a free sky. 
What have you got?—the capital to 
build American business, the institution 
that adds to well-being around the world. 

“American business”—the term sounds 
so large and impersonal! Funny thing, 
though, when you stop to think of it, how 
much depends on just one person: you 
or me. Every job, no matter how small, 
is important to the total image of pro- 
ficiency and dependability American in- 
dustry gives. 

\s business students soon to become 
part of that image, you've wondered, 
perhaps, what makes success—how you 
can do your own job, no matter how 
small, as well as possible. 

Here are some suggestions on habits 
worth cultivating. 

We'll start with nine o'clock in the 
morning: punctuality is a must. But 
punctuality doesn’t only concern the time 
clock. Don’t put off till tomorrow work 
that should be done right now. 

be alert, too, to all details: their efh- 


cient 


{ treatment on your part will mark 


you as promotion potential when a spot 
Opens up. An eye for excellence in small 
things is a talent you'd do well to de- 
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GRATEFULLY 


ACCEPTED 


by florence elaine ulrich, director, grege 
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velop while you're still in school. Here’s 
a case in point. 

Not too long ago a girl came in for an 
interview. She needed advice. A Gregg 
writer, she'd been unable to hold a job 
in a law office she liked very much be- 
cause she couldn't transcribe her notes 
when they were “cold.” Turned out she'd 
never been taught to write good notes 
you couldn't tell a curve from a straight 
line in her shorthand. But a little prac- 
tice in forming shorthand characters cor- 
rectly, discussion of proportion and 
proper sizes of circles and lines, plus an 
hour's practice on the OGA Test to 
eliminate structural difficulties changed 
all that. The girl was subsequently re- 
employed by the lawyer who'd fired her 
—and she kept the job! 

Neatness and orderliness are other 
“firsts.” As far as neatness goes. we 
know one young man who had trouble 
getting a job, not because his skills were 
be« ause he 


small—they weren't—but 


didn’t have that “carefully serubbed.” 
well-groomed appearance so necessary. 
You should be orderly in arranging your 
desk, files. cabinets and the work be- 
fore you. If you're asked to type 1.000 
envelopes. your speed and accuracy in 
getting the job done depends more than 
you realize on an orderly arrangement 


of the work. 


awards department 


\ good memory is most important for 
anyone who wants to be a good sec- 
retary. You have to remember not only 
your own appointments, but the boss's 
as well. If yours is a faulty memory, 
keep pencil and pad handy to jot down 
instructions or things that must be 
handled at some future time. Be sure! 

Finally, friendly co-operation and sin- 
cere interest in your co-workers is essen- 
tial to your success, and it will turn those 
co-workers, as the years go on, into life- 
long friends. Don’t complain if you're 
asked to help someone else in his work. 
Put yourself in his place—weren’t you 
grateful for a helping hand when you 
were new in the office? And if someone 
should take advantage of your good na- 
ture, don’t worry about it. You'll find a 
way to handle it In short, the fine 
quality called co-operation will make 
your office a pleasant place. 

Be willing to learn and work hard to 
accomplish something. Everything you 
do to improve your skill, every bit of 
knowledge you acquire, every effort on 
your part to become an efficient stenog- 
rapher or secretary will have direct bear- 
ing on your success. 

Keep constantly before you the vision 
of what you want to become. Remember 
—you have a plus to begin with: you 


proficiency as a shorthand writer and 


> 
4 











typist that got you into the company in \t this point you might be saying, your initial skill. And here’s something 
the first place. Its a valuable skill, so “But I’m sick of all the practice in- very interesting—each tiny task you 
try to improve it all the time. Every volved.” Everyone feels that way at one might think unimportant contributes to a 


month, to help you do just that. we print 
Order of 
Gregg Artists and in the Order of Artistic 


a test for membership in the 


Typists. Try the 
Junior or Senior according to your 


fic reney,. 


OGA 


JUNIOR 


(Order of Gregg Artists) 


loaded” with 
easy joinings and with fluent blends. 
Practice this test 

as vou like, 


This material is * 


as many times 
trving to geta 
light. smooth, fluent copy that shows 


your best shorthand penmanship. 


You may copy line for line or 
in narrower columns: vou may use 
either blank or ruled paper. Shorthand 

notebook pc 
Your writing mav earn you a 


Junior OG A certificate or pin. 


per is fine. 


OGA 


SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions. a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

vou will get the 

Senior O G A certificate or pin, 

thereby becoming 
a full-fledged member of 
the Order of Gregg Artists. 


ones printed below 


pro- 


time or another. but in order to achieve successful whole. 


something worth while one has to_per- Worth remembering is the old Irish 
form seemingly endless. menial tasks be- lady's advice to her son when he asked 


fore he reaches the highest rung on the what to do to succeed: “Persistence and 


ladder in business. just as now you have persiverince made a Bishop of his River- 


to practice painstakingly in school to get ince.” 
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ON EMERGENCIES 


didn’t know the value of last month’s shorthand note- 


book until I couldn’t find a very important letter that my 
usually reliable files had failed to turn up. That notebook 
really saved the day for me. Now | keep them awhile—just 
in case my boss asks for something that can’t be located. 

I also didn’t know that one of the main things to remem- 
ber, and it’s pretty simple at that, is not to get excited in an 
emergency. 

If a crisis occurs, the best thing is to take your time, get 
to the heart of the matter as quickly and thoroughly as pos- 
sible and then use your best judgment on how that particular 
thing should be handled. 

If you are wrong, then you are wrong, and maybe you 
will be able to correct your errer. But if you are right, that 


is another story, and you will have reason to feel proud. 
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JUNIOR 


(Order of Artistic Typists) 





Type this article on a full sheet 

of plain white paper and set it 

up as attractively as you can. 

To qualify for an award, your work 
must be neat, accurate—no 
strikeovers or typographical 
errors and well placed. Also, 

no erasures are permitted. 


Practice the material as many times 
as you wish and then send us your 
best copy. 


To Get Your Award 


Mail your work to the Gregg Awards Depart 
ment (16th Floor, 330 West 42 Street, New 
York 36, New York), accompanied by the 
correct fee: 15 cents for each certificate; 50 
cents for each OGA, OAT or 50-word CT 
pin; 75 cents for each higher-speed CT award. 
® Be sure your name and address appear on 
your paper. ® Any group of papers submitted 
should be accompanied by a typed list of 
names, designating the award desired by each 
candidate. © Test applications received with- 
out fees are held thirty days only. © Each 
Competent Typist Test must be certified by 
the timer. The certification should read as 
follows: “I hereby certify that I timed this 
test for exactly ten minutes and that it 
was written in accordance with the rules.” 
® March copy is good as membership tests 
for OAT, CT (page 46) and OGA awards 
until April 25, 1961. 


000 
SENIOR 


To qualify for the Senior O A T Award, 
send us a well placed, corrected 
copy of the calendar that appears 








alongside. 


The calendar should be typed on 
plain paper. You may retype it as 
many times as you wish until 

you feel that the copy you are 
submitting represents your 

very best work. 
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SYNOPSIS. The news was out. Les Freres Blanche 
(FB), leading perfumers, were definitely changing net- 
works. The final choice was to be between United Broad- 
casting Affiliates and another major network. The UBA 
executive who might land the account was certain to be 
chosen network head by retiring President Daniel HW il- 
cox. Jovee Collins. Barry Lindstrom’s secretary, was 
fighting hard for her boss. She knew that under brain- 
picker Jason Trent, who also badly wanted the job. 
hroadcasting standards would be lowered and Mr. Lind- 
strom’s ideals would be destroved. Learning that Trent 


BY RAYMOND DREYFACK 





was to have lunch with two FB executives at the White 
Penguin, Joyce got her boss to take her there, adroitly 
maneuvering an invitation for them both to join Trent 
and his guests. And over lunch, when her boss embarked 
on a discussion of his plans and ideas, all Trent's suave- 
ness counted for nought. That afternoon, while Mr. 
Lindstrom was at a conference, Trent paid Joyce a visit. 
“/ want you on my side,” he said and offered her a stag- 
gering salary. Jovce cut him short. “Get out.” she told 
him. And when his secretary related the incident to him 
later. Barry Lindstrom became a disillusioned man. 
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Data Processing 


access time — The length of time required to find informa- 
tion in a device’s memory. 


eccumulator— A device (sometimes called a register) that 
stores the results of arithmetical operations. 
adder — A device th 


numbers or quantities. 


can form the sum of two or more 





oddress —A number or symbol designating a location or a 


device in which information is stored. 


analog computer —A computer operating on the principle of 
creating a physical, often electrical, analogy of the 

mathematical problem to be solved. 

arithmetic unit—A section of computer hardware in which 
the arithmetical and/or logical operations of a program 

are performed. 


assemble — To convert or translate a program written in a 





symbolic lang to one in which instructions are in- 

telligible the internal circuitry of the computer, i.e., to 

change fror symbolic language to a machine language. 
binary — The type of arithmetic system used in electronic 


computers. Instead of the 10-place decimal system com- 


monly used, binary arithmetic is based on 





al number 296 is 
t becomes 100101000. 


and 1. When the decim 


binary number, 


Binary Coded Decimal (BCD)-—A coding system used to re- 


present 





rs, letters and special characters within a 
system. Each coded character is com- 


binary digits or ‘‘bits 


bit — The smallest unit of information in the binary number- 





ing system. An abbreviation of ‘‘binary digit.’’ Normally, 
a bit refers to one (‘‘on’’), while a bit means 
zero (“‘off’’); may also mean ‘‘yes’’ or ‘‘no.’’ 

block — A group of words considered as a it 


break point-A place in a program at which a special 





instruct« 





h, if desired, will cause a com- 


puter to stop for a visual check of progress. 


buffer —A term used to describe a temporary or intermediate 


Storage unit used t h ntormation 





being transmitted be- 


tween external and internal storage units or between 


input ‘output devices and internal storage. 
bus — One or more conductors that are used as a path for 
transmitted information from any of several sources to any 
of several destinations. 


cell — An elementary unit of storage, usually a bit, character 
or word, 


chonnel—A path over which information is transmitted, 
generally from some input/output device to storage. 


character — One of a set of elementary symbols that may in- 
clude the digits 0-9, the letters A through Z or special 
symbols such as punctuation marks, etc. These are com- 


bined to express information. 


check — The process of partial or complete testing of the 
correctness of machine operations and of the existence of 
certain prescribed conditions and/or the correctness of re- 
sults. Checks may either be programmed or made auto- 
matically by the computer. 


checkpoint — A reference point to which error-free operation 


of the program has been verified and to which the program 


may retum for restart in the event of subsequent failure. 


clear —To remove all information from a storage device of a 
machine and restore it to a prescribed state, usually that 
denoting zero. 


code —A system of symbols and rules for representing infor- 


mation in a language that can be understood and handled 
by the computer, 
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command —A group of signals or pulses initiating one ster 


the execution of a computer program. Also called 
instruction, 

compiler— A programming system that produces a program 

from a series of source statements. It is capable of re- 

placing single entries with a series of instructions or a 

subroutine. The compiler produces an expanded and trans- 

lated yersion of the original or source program. 


control unit —- The section of a computer that regulates all 

information transfers and arithmetical operations in the 
omputer. In most computers italsoregulates the sequence 
9 operations and initiates the proper commands to the 


computer circuits after decoding an instruction. 


debug - To 


and correct them. 


check a program, routine or subroutine for errors 


diagnostic check — A specific routine designed to locate a 


if 
aitur 





moute 
ymputer 


digital computer — A computer that uses numbers rather than 


physical quantities in processing data. 


down time — That time when a computer is malfunctioning 


jue to machine failure. Is usually contrasted with avail- 


able time. 


editing — Rearranging data. May also involve deletion of un- 
wanted data, selection of pertinent data, insertion of infor- 
mation prior to printing and zero suppression, etc. 


external memory — A storage unit, such as a magnetic tape, 
that is extemal to the computer. 


fixed word length — The condition in whi 


ations of the system have a set Capacity or 





ntrast with variable word lengt! 


flow chart— A diagram showing all the logical steps of a 
program using symbols to represent the various operations. 


hardware — The individual components, such as card readers, 
card punches, printers, tape units, control units, etc., that 


collectively make up a computer or data processing system. 


housekeeping — The portion of a program that involves the 
setting up of constants and variables to be used in the 
program. The housekeeping must be done before any 
productive work is done by the computer 
initialize — The act of setting switches, counters and in- 
structions to their original state. 


input — The transfer of external information into the com- 


puter 


instruction — A set of characters that as a unit cause a com- 


puter to perform one of its operations. May also be called 


**command,’’ but ‘‘instruction”’ is preferred. 


internal arithmetic — Any computations performed by the 
arithmetic unit of a computer, as distinguished from those 


performed by the peripheral equipment. 


jump —To conditionally or unconditionally cause the next in- 


struction to be selected from a specified storage location, 





library — A set or collection of standard proven 





and subroutines by which problems or portions of problems 





ay be solved. T library is usually stored in a second- 





ary storage device (tape units, etc so that reference ma 


be made to it with a minimum of program delay 
logical operations — Nonarithmetical operations such as 
selecting, searching, sorting, matching, comparing, etc. 


machine language — The instructions written in a form that 
is intelligible to the internal circuitry of the computer; not 
ordinarily perceptible to persons without special equip- 
ment or training. Sometimes called ‘‘actual’’ or “‘absolute’’ 
language. 
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magnetic core — A storage device consisting of a network of 
ferromagnetic donut-shaped 
value of each ring 


rings strung on wires. The 
is determined by its condition of 
magnetization (positive or negative). One condition repre- 
sents the ‘‘on’’ status (i.e., binary 1), the other the ‘‘off’’ 
status, or binary 0. 


magnetic drum—A storage device consisting of a rotating 
cylinder surfaced with a material that can be easily 
magnetized. Information the presence or 
absence of magnetized spots on the surface of the drum 


is stored by 


magnetic tape—A ribbon of metal or plastic that is coated on 
one side with a material which can be magnetized. 
formation is recorded in 
magnetic drum. 


In- 


the same manner as on the 


memory — A general term for the equipment that holds infor- 
mation in machine language in electrical or magnetic form. 
This equipment also receives information for storage and 
gives out the stored information for later use. The word 
‘‘memory’’ usually means storage inside the computer, 
’’ refers to magnetic drums, discs, cores, 
tapes, punched cards, etc., outside the computer. 


while “‘storage 


merge — The process of combining several sorted sequences 


of records to form one sequence. A form of collating. 


microsecond — One millionth of a second, 
millisecond — One thousandth of a second. 


mnemonic code—Instructions for a computer written in a 
form that is easy for the programmer to remember, e.g., 
subtract might be ‘‘SUB,’’ or transfer, ‘‘TRA.”’ 


no-address instruction —An instruction specifying an oper- 
ation that the computer can perform without having to refer 
to its storage or memory unit. 


object program — A program in machine language. Generally 
one that has been converted from a program written in sym- 
bolic language. 


off-line operation—An operation related to the computer pro- 
gram but carried on independently of the main computer, 
e.g., transcribing information contained in punched cards 
to magnetic tape or from magnetic tape to printed form. 
Equipment used to perform off-line operations are some- 
times called ‘‘peripheral’’ or ‘‘auxiliary’’ equipment. 


on-line operation—An operation that may be performed by 
peripheral or auxiliary equipment but which is performed 
through the main computer. 


operation—A specific action that the computer will auto- 
matically perform whenever the instruction calls for it. 


output — The information that is sent out from the computer. 


overflow — The generation of a quantity beyond the capacity 
of the register or storage location designated to receive 
the result. 


porallel operation — The type of operation in which more 
than one unit of information is transmitted or processed 
simultaneously. 


parameter —A quantity to which arbitrary values may be as- 
signed but which remain fixed for each program. In a pro- 
gram generator, parameters are used to specify certain ma- 
chine hardware and data limits to be observed in the pro- 
gram being generated. 


potch—A section of coding inserted in a program in order to 
rectify an error in the original coding or to change the 
sequence of operation. 


peripheral equipment — Units which work in conjunction with 
the computer but are not part of the computer itself, e.g., 
tape reader, analog-to-digital converter, typewriter, etc. 


processor—A machine language program that accepts a 
source program written in a symbolic form and translates 
it into an object program acceptable to the machine for 
which the source program was written. 


program —Noun: A sequence of steps to be executed by the 
computer to solve a given problem. Verb: To plan and pre- 
pare the procedures required to solve a specific problem. 


programmer —A person who prepares the plagned sequence 
of events the computer must follow to solve a problem but 
who need not necessarily convert them into detailed in- 
structions (coding). 
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random access — The ability to change, enter or remove any 
item of information from a file located in storage without 
regard to its location within the file. Access is not de- 
pendent on any previous item of the file. 


readout — The manner in which a computer displays the pro- 
cessed information. May be punched tape, punched cards, 
automatic typewriter, etc. 


register—A storage device, usually in the arithmetic section 
of a computer, in which data addresses, etc., are stored 
while they are being used or operated upon. 


reset —To return computer components to a specified initial 
or static state, 

routine — A set of coded instructions arranged in a logical 
sequence and used to direct a computer 
desired operation or series of operations. 


to perform a 


serial operation — Processing or moving data in sequence, 
one character or position at a time, as opposed to parallel 
operation. 


shift — The process of displacing an ordered set of charac- 
ters one or more places to the left or right. 


sophisticated vocabulary—An advanced and elaborate set of 
instructions. Some computers can perform only the more 
common mathematical calculations such as addition, multi- 
plication, subtraction, etc. A computer with a sophisticated 
vocabulary can go beyond this and perform operations 
such as linearize, extract square root, etc. 


source program — A program usually written in some form of 
symbolic language and intended for translation into a ma- 


chine language program. 


storage — The unit that holds or retains items of information 
that can be extracted at a later time. Is usually located 
outside the computer. 


store — To introduce or retain information in a device from 
which it may be later withdrawn 


stored progrom — A sequence of coded instructions, located 
within the storage unit of a machine, that control the 
functions of the machine. 


subroutine—A subset of a routine; usually a short sequence 
of instructions designed to solve a specified part of 
a problem. Subroutines are generally common to many 
routines and so can be used repeatedly in different pro- 
grams. 


symbolic program—A program written in a language that 
makes use of mnemonic codes and in which names, char- 
acteristics of instructions or closely related symbols are 
used instead of the numeric codes of the machine. 
With this type of program, an assembly program (or pro- 
cessor) must be used to translate the symbolic language 
into machine language. 


synchronizer—A control unit that links input/output devices 
in the central processing unit of a system in such 
a manner as to make possible simultaneous input/output 
and computing. 


test routine — A procedure that shows whether or not a com- 
puter is functioning properly. 


utility program — Programs that are general in application 
and used frequently in the operation of a data processing 
system, e.g., programs that clear storage, programs used 
to load information, to print or punch data or to transfer 
data from one means of storage to another, 
card to tape. 


as from 


variable word length — The condition in which the number of 
characters in a storage field or computer word is al- 
most completely under the control of the programmer. 


vocabulary — A list of operating codes or instructions avail- 
able to the programmer for writing the program for a given 
problem for a specific computer. 


word-A set of characters that occupies one storage location 
and is treated (i.e., moved about storage) as a unit. 


write—To impart or introduce information, usually into some 
form of storage device. 


zero suppression — The elimination of nonsignificant zeros 
to the left of the integral part of a quantity before printing 
operations are initiated. 
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Read carefully if vou want to catch all the errors in the 

letters below, Especially watch the punctuation. When 

wou think vou have found all the mistakes, turn to RIOT ACT--page 34 
pad 6 for the answers, 


fiend 2 


1) huckstering! Aw. 
Gentlemen: 


statistics oo? 











Thank you for your recent letter ex- yf 
pressing interest in our photoengraving tiptoed te 
service. Enclosed is a schedule of our apologize K 
rates and discounts, which will eable you 2 
to figure the cost of coarse-screen half- florid i." 
+anec Ine n?te A mat a 
tones, lin cuts and mats. The revised tveoon oe 
li for fine screen copper halftones, 

z P : riot a 

f there is any question as to what 
screen vou should use for your publication unlimbered 
we suzgest that you send us a sample of the d ( ; 

. . . P eavesaro 
paper on which the halftones will print, we P 
can then determine the screen you should peculiar ne 
use. Also if you find it difficult to 
determine the prices, send us the various crookedly ay 
719702 norewine v nNlian + ice 
S1ZE of engr avin you | on to use and accountant 
we will send you a quotation. We feel con=- 
fidant that you will find our work very vigorously KG 
oh 1ac U you will al e) strictly yo 
r ali e E oy t ~ .* 

Please be sure to write us if there is 

riggs aaa THE BRAIN PICKER--page 4 
any other information that we can send you. N PICKER-page 40 

a mahogany _-> +, 
VPLMCSCLCly . Atos 
etched L 
triumphs “ee F 
vanquished 4 
Dear Mr. Hill: @ inadequate al 


+) : maild lie ; 
your stencil in our mailing list file. 


The enclosed card was addressed from greedily P 13 
¢ 


it correct’ luxuriously — 
+ 7 ve 
, 3 
We are now in the process of revising topside 
our file and would appreciate you letting suspicions f 
us know whether or not your name should be JA 
retained on our mailing list. As you know unduly 
we manufacture fine fabrics that are sold : ; 
e 6a hostility yr 
though local dealers. Our mailings are 
usually of interest to those who buy sub- puzzlement asi 
stancial quantities of fabrics for retail 4 
stores affability 
. we 


master riece> 
We manufacture a large selection of ——s — 


woolens, wool, tweeds, velvets and velvet- appendicitis Co 
eens. If you are interested in the availab- 

ility of new blends and patterns, we cer- 
tainly want you to continue recieving our , 
mailings. HUCKSTERING (meaning): Peddling; selling. 


So, would you correct your card and 
return it in the enclosed envelope. If 
the listing is correct, simply mark "OK" 3 : 
on the card. If you would like your name TOPSIDE (spelling): One word, as broadside, alongside, 
removed fram the list please mark the ringside. 
cards remove." 


2FLORID (meaning): Ruddy; highly colored. 


4AFFABILITY (meaning): The quality or state of being pleas- 


Thank you for your help in this ant and polite. 


matter. 


Cordially yours SMASTERPI ECE (spelling): One word, as_ frontispiece, 
centerpiece, headpiece. 
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com petent ty past test 


THIS COPY SHOULD BE DOUBLE SPACED.) 

Although it was eventually forbid- 
den by law, dueling was the widely ac- 
cepted means of settling any serious 
dispute between gentlemen in the 
eighteenth and early nineteenth cen- 
turies in England. Like other estab- 
lished customs, it soon accumulated a 
certain set of rules over the years. 
They were rules every gentleman was 
forced to observe. 

An insult delivered in the presence 
of witnesses could honorably have no 
other conclusion but a duel. If the in- 
sulted party refused to demand satis- 
faction from his opponent, then his 
standing was hopelessly lost. He 
would be deemed a coward and ex- 
cluded from the company of other gen- 
tlemen. If he did demand satisfaction, 
then the reputation of his opponent 
was also at stake. 

This being the custom, few gentle- 
men would apologize for a word said 
in haste or perhaps in error. Few 
would decline a challenge and few 
would accept an insult. Despite this, 
the first duty of the seconds, who were 
two friends of the challenger and 
another two of the challenged, was to 
prevent a duel. Naturally, they hardly 
ever managed to do this. 

The man challenged had the choice 
of weapons, time and place. During 
the eighteenth century swords were 
the most popular weapon, but as time 
passed, the pistol gained in populari- 
ty. Be that as it may, the intelligent 
gentleman chose the weapon he knew 
best and was most proficient with. One 
weapon was forbidden—his fists. A 
gentleman could only use his hands on 
his “inferiors,” never on his equals, at 


WORDS 


126 
134 


195 
203 
211 
216 
223 
230 
237 
244 
252 
260 
267 
275 
282 
289 
298 





To compute speed, note the number indicated at the end of the last line 


vou copied completely and add 1 for each additional 5 strokes typed. To 


vet the gross speed, divide total by number of minutes; or, to get net 


speed, subtract 10 for each error before dividing bu number of minutes. 


More than five 


errors disqualifies a Competent Typist Test for an award. 


WORDS 

least not to settle a duel. 303 
Since duels were illegal, the time 310 
was usually set for dawn when few 317 
people would be stirring. Forthe same 325 
reason, the place was generally some 333 
secluded spot. There the two princi- 340 
pals, the four seconds and a doctor as- 347 
sembled. They were never late and 354 
never gloomy, since this might have 362 
been interpreted as a lack of enthusi- 369 
asm for the day’s proceedings. 375 
The principals took their places at 383 
either end of the dueling space. The 390 
seconds made one last effort at recon- 398 
ciliation and then went to work. They 405 
examined the weapons to insure that 413 
neither had been tampered with and 420 
that both were equally lethal. They 427 
stood by to mark off the pacing. 434 
Unless there had been a special 440 
agreement, one to duel to the death, 448 
honor was satisfied at the first sight of 456 
blood. However, in the case of pistols, 464 
no blood was necessary. Honor would 472 
be satisfied if the principals endured 479 
each other’s fire. If both duelists 487 
missed or deloped, that is, deliberately 495 
shot into the air, the meeting might 502 
still be concluded. 507 
Still another course, and one which 514 
took a very brave man, was to with- 521 
hold fire entirely. Once he had en- 528 
dured his opponent’s fire without 534 
flinching, the man who had stood as_ 542 
an unprotesting mark was still en- 548 
titled to his shot. He could legally 556 
take it then or whenever he wished, 563 
perhaps years in the future, while his _ 571 
opponent was forced to take his turn 578 
as an unmoving mark. This practice 585 
was not often followed. 590 


(If necessary, repeat from the beginning to complete a ten-minute test.) 
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GREGG 
shorthand 
simplified 
PUZZLE 


prepared by Ruth H. Smith 
Maine Twp. High School West 
Des Plaines, Illinois 


HORIZONTAL 


. Business organizations 

. Opposite of good 

. Twelve inches 

. Go and get 

. Partially or totally destroyed cars 

. An example for imitation (plural) 

. Be in harmony with or have the same 


opinion as another 


. Containers for ink 

. Color made by mixing black and white 
. Flowed in a thin, gentle stream 

. Things made exactly like others 

. Tuft on the head of a bird; top of a 


hill 


. Go faster than walking 
. Pull apart by force 

. Deserve 

. Extremely 

. Power of seeing; vision 
. Sister's daughter 

. Remain 


_____ager; one who is from 13 to 
19 years of age 


. Flat-bottomed receptacle 

. Feline animal 

. Closer to 

. Second book of the New Testament 
. Irritable; snappish; feeling on edge 
. Incision 

. Assessed the value of 

. Labored 

. A petal on a twig; a page of a book 
. A large deer 

. Past tense, indicative plural of be 

. Force; ability to do or act 

. Written communications 

. 365 days 

. Make smaller 

. Freedom from danger 

. Large streams 

- Material; substance; what things 


are made of 

A craving, as for water 

Forced removal from one’s own 
country 


. An industrial arts subject 
72. 
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Vex; irritate by petty requests 
Female parent 

Round fruit, the blossom of which is 
the state flower of Michigan 
Physical magnitude; dimensions 


VERTICAL 


. Those to whom money is owed 

. Very light red 

. A short, sharp, shrill sound 

. To point a weapon toward an object 


with intent to hit it 


. Canines 
. A thin, scalelike piece or layer of 


anything 


. Plural pronoun, first person, 


objective case 


. Lose the remembrance of 


To annoy 


. Offspring (plural) 


Long, narrow hole; opening through 
which a coin can be pushed 

One licensed to practice medicine 
Crime of intentionally setting fire 
to buildings 


. The distance or part between two 


supports; a team of horses 


. Ground; tract of land considered as 


to its natural features 


. Antonym for late 

. Go or come back to 

. Bad dream 

. In effect, not in name or fact 
. Gave something in return for 


something else 


. A short, comic sketch or act 

. Motionless 

. In reality; a song, ‘| Love You m 
. In what place 

. An individual's development measured 


in years; the whole time of a being's 
existence 


. Seven days 

. Throngs of people 

. Feeling of sorrow for a wrongdoing 

. Body of men manning a machine or ship 
































50. Girl's name; Wheeler Wilcox 

51. Last in a series of 5 

53. Animals or human beings 

55. Danger 

57. Invisible vapor into which water is 
converted when heated to boiling point 

59. Make a new or up-to-date version of 

60. Devoid of surface roughness 

61. Deviate from a fixed course; wander 

62. Rub out 

64. Not difficult 

66. Help 

68. A sore on the eyelid; a pig pen 

70. The universe 

71. To continue to hold in one's 
possession; to retain 
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TYPE-type Executive type, department manager type, private secretary type or 
type type — all look visibly better on PLOVER BOND. 

A blank sheet of paper becomes a meaningful symbol of your company as soon as it has been 
typed or printed to convey a message — whether it is a letterhead, purchase order or invoice. 
White, bright, strong PLOVER BOND improves the appearance of all business communications 
from the salutation to the signature. Easily erasable, too. 

PLOVER BOND is made with the finest raw materials and the world’s purest papermaking 
water, then carefully dried in clean, fresh country air to insure a uniform finish. 


For any type, for any typewriter, PLOVER BonpD is the visibly better paper. 


* PAPER COMPANY, STEVENS POINT, WISCONSIN 


=> 
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better papers are made with cotton fiber 
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It's Electrifying! 


CARTERS. 
“ELECTRIC LINE” 








Looks printed. But you typed it! Magic? Yep. 
Rugged carbons ’n ribbons custom-designed 
for electric machines. Don’t fight, girls, 
there’s plenty for everybody. 


© THE CARTER'S INK COMPANY, CAMBRIDGE 42, MASSACHUSETTS 








THe ons OF ag] 
| Photo iN | 
Reeloket 


Your favorite photo per- 


manently framed in spar- , 

kling clear Lucite . ~S actual 
sealed forever against 
soil, water, and moisture 








size 


a cherished gift . . 


Or possession 


OUR GIFT TO YOU . . . with your order for 


WALLET SIZE PICTURES 
| of your Graduation portrait | 


JT Ale 
4 for 


plus 25¢ 
Just send us your finished grad- 











for postage 
and handling 
uation picture or glossy print, 
and only ONE DOLLAR, plus 25 
cents for handling, along with 
this ad. Within a few days, we'll 
send you 25 beautiful wallet-size ) 


hotos .. . your bonus PHOTO 
EELOKET .. . and your orig- 
inal picture. 





Box Z, Dept. K 19 
Brookline 46, Mass. 
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To be continued. 
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INSTITUTE 


such as International Business Machines, 


Continued from page 23 


Canadian Industries, Limited and_ the 
Chesapeake & Potomac Telephone Com- 
pany. send rotating groups of secretaries 
every time the Secretarial Institute visits 
their cities. Still others—General Elec- 
tric. Sherwin-Williams Paint Company 
and Torrington Manufacturing Company 
among them—engage the conference 
leaders to conduct special customized in- 
plant training programs for their secre- 
tarial staffs. 

As they entered the co:.ference room 
we noticed that each girl handed the con- 
ference leader an envelope. In it was a 
memo from her boss containing a frank 
appraisal of her good and bad points. 
Out of a batch of thirty-five, Mary told 
the class, at least one boss's envelope will 
come sealed to keep its contents a deep 
secret from the sec retary involved. (No 
identifying names are used, so even the 
conference leader can only guess “who's 
who.) Many will be scrawled or labori- 
ously typed on any old serap of paper. 
A few will be dictated to and transcribed 
by the secretary, while one may be 
written by the secretary herself at her 
boss's request. 

After the get-acquainted preliminaries 
during an early coffee break, the first 
day's session started with a discussion of 
the secretarys major duties (“Think 
like a man, look like a lady and work 
like a horse.” one quoted wryly); the 
importance of the secretary’s adjusting 
her work habits and priorities to her 
hoss’s rather than expecting him to do 
things her way: ways of avoiding costly 
errors—and how to catch them before it’s 
too late: helping the boss plan his daily 
schedule, then keeping him posted on in- 
coming calls, mail and visitors. 

Next came a discussion of office human 
relations (“When are we going to get 
really smart and work out a system with 
other secretaries to avoid duplication of 
effort. working in the dark and chasing 
the files our boss gives away?”), fol- 
lowed by a review of the vital importance 
of impeccable personal grooming and 
becoming—and above all, appropriate— 
clothing, in order to be a credit to the 
boss at all times. 

~The girls welcome this chance for a 
lree exchange of ideas and problems,” 
Mary observed at lunch. “For many of 
them, it’s a rare opportunity to let their 
hair down without repercussions. Others 
have been so isolated by the nature of 
their demanding jobs that they have for- 
gotten that all secretaries have similar 


problems. It’s a tremendous relief to find 
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they're not freaks! Many tell us they 
have returned to their jobs and _ their 
bosses with new enthusiasm and appreci- 
ation for the many good points they had 
overlooked. Our files in New London 
are bulging with thank-you letters from 
bosses and secretaries alike.” 

Mary told us that she had dreamed of 
conducting secretarial clinics long before 
she met Mr. Croft in 1952. Following 
her graduation from Middlesex Junior 
College. where she specialized in secre- 
tarial sciences, she took a job as secre- 
tary to the vice-president of the Barber 
Asphalt Corporation. Next came six-and- 
a-half years with Western Electric, first 
as a training supervisor and then as Di- 
rector of Women’s Training. From there, 


she moved on to supervisory and training 


positions with Schering Pharmaceutical 
Corporation, The Texas Company and 
Sperry Products. 

“I never stopped going to school. | 
studied conference leadership, group dy- 
namics, office and industrial manage- 
ment, personnel management, industrial 
psychology, speech, writing techniques 
and even took a course in electronics. I 
also took advanced shorthand, typing and 
office machines courses to keep myself up 
to date. All the time, I had this notion 
in the back of my head, and my files 
were overflowing with materials. 

“After Mr. Croft hired me, I outlined 
our program and developed and wrote 
all the materials we use. For the next 


year, | conducted Institutes all over the 


(Continued on page 53) 
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ERASER STIK: 


GRASP 


_ FUTURE 
FIRMLY... 


YOUR 





The original pencil shaped grey eraser 
— always the best point for erasing. 


may mean a promotion 


Little things often make the big difference. ERASERSTIK, with 
brush, costs only 20¢—but it puts you into the select class of 


Superior Secretaries. 


You will never again hand in a letter with erasures show- 
With ERASERSTIK you 
erase without a trace. ERASERSTIK opens the door to typing 
perfection—a door which has led to promotions and higher 


ing ghosts and sloppy strikeovers. 


pay for many secretaries. 


Sharpens to the point you prefer—blunt, medium or slender. 
ERASERSTIK is sold by good stationers everywhere. 


SAPHIR BRASS HAND SHARPENER = 4035 


works like magic. Gives you the correct 

point on your ERASERSTIK—then 

stops sharpening. If you use one, you need 
the other. $1 at your Stationer, 


A.W.Faber-Castell 
Pencil Co., Inc., Newerk 3, N. J. 
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h SERB) FILING 


SYSTEM ADAPTS 
TO YOUR NEEDS 


These five basic filing methods easily adapt 
to the particular needs of your office, are de- 
signed to permit fast, efficient filing and find- 


ing ot voul office reco! | 





SMEAD’S TELL-I-VISION SYSTEM 


TO FILE YOU SIMPLY DO THIS: 1. Locate the 
Primary Guide. 2. Find the Individual Name Folder 
(For occasional correspondence file in the green 
miscellaneous folder.) 3. Insert New Correspondence 
(Latest data always to the front). And finding is as 
easy as filing with Smead’s Tell-1-Vision System 


HANGING 
FOLDERS 


-_— 


CARD CONTROL 


/ = 






Smat 
riex-rvis 


pansin’ Fol 





Smead's Card Control 
Filing System . . . for 
control of card index 
filing. Small installa- 
tion expands to meet 
needs. 


Smead’s Flex-1-Vision 
Hanging Folder Tab has 
one inch exposure, 
folders also ideal for 
indexing catalogues 
swatches, covers, 
guides, etc. 





OPEN SHELF FILING 


File Guides and Folders . . . for 
terminal digit, straight numeri 
cal, alphabetical, or special 
indexing. 





AUTOMATION » .. 


TABULATING CARD GUIDES 

for Automated Systems 
We manufacture a wide line 
of Tabulating Card Guides 
in plain, flat, double insert- 
able celluloid, metal and 
flat angled insertable cellu- 
loid tabs. 


Your Stationer. 
He will help you 
select the Smead 
filing system tail- 
ored to 


your re- 
quirements, 


WRITE FOR FREE COPY OF OUR“ FILE & FIND IT” MANUAL 


MANUFACTURING CO. 
HASTINGS, MINNESOTA 
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SECRETARY Continued from page 21 


friendly .and courteous—-and we had 
many laughs together.” 

The laughs stemmed from Elizabeth's 
attempts to be an all-knowing guide. “The 
fair had been open only a few days and 
I wasn't familiar with all the buildings 
yet. As we rode along in an electri 
scooter, Fd steal a quie k look at the name 
on the pavilion and then repeat it almost 


Herter 


little subterfuge right 


verbatim. Of course, Secretary 
saw through my 
away. But he understood—and we had a 
wonderful time exploring the fair.” 
Klizabeth Sweeney staved in Brussels 
for the duration of the fair and then. with 
weeks touring 


another girl. spent seven 


Spain, Italy and Switzerland. “We spent 
every penny we had saved but it was 
ereat. 


Onee bac k in the | 


to work at Life magazine as secretary to 


hit: Se Klizahe th went 


the art director. but soon decided <he 
responsibility. “When a 
Arthur Morse was 


a secretary-researcher. | ap 


wanted more 
friend told me that 
looking for 
plied for the job.” 

The book “Schools of 


their first 


Lomorrow lo- 


day!” Was project together. 
While Morse spent most of his time trav- 
Elizabeth ofhice. 


“It was an exciting experience.” she 


eling, took over the 
says, “watching an important book grow 
from just an idea to the finished product.” 

What must have made it doubly excit- 
ing was the last line in the foreword ol 
the book. It reads: “A special word of 
acknowledgement is due Miss Elizabeth 
who, as 


Sweeney secretary-researcher, 


made a valuable contribution to this 


project. 
The next step was “CBS Report-.~ 


Morse asked 


when he was appointed a stall producer. 


Elizabeth to come along 


At first, she worked as secretary to beth 
Morse and another ces producer. David 
Lowe. Later. she worked for Morse ex- 
clusively. 

~There’s no telling where Elizabeth i- 
going to make a contribution during a 
project.” Morse says. “In Massachusetts 
she worked with the children on “The 
Influential Americans. In Washington 
she transcribed Howard kK. Smiths ques- 
tions to Congressman Howard W. Smith. 
She selects pictures for publicity layouts. 
suggests program titles and most recently 
made a report on the college crisis.” 

“I'd say my most interesting job is 
gathering research material for projects 
underway—and projects we might take 
on in the near future.” Elizabeth says. 
“Usually, there are about ten possible 


programs under consideration. And it's 





part of my job to constantly scan news- 
papers and periodicals for information 
pertaining to them—or to check the vari- 
ous libraries for background material.” 
“Just about every job she does,” her 
hoss comments, “she does well. I often 
ask her to screenings of shows just to get 
her reaction. Although officially she’s a 
secretary. | think she has the ability to 
go on much farther.” 
We think so too 
we Il keep our eye on Elizabeth Sweeney 


of “CBS Reports.” 


and, from now on. 





BOSS Continued from page 20 

hers and the Reader s Digest. 1950). 
\Morse’s entry into television came al 

most unexpectedly. He had been working 


on n education article and decided to 


submit it to Fred Friendly. then co-pre 
ducer of the “See It Now 


ly couldn't use 


series. Friend 
the material. which then 
article in MeCalls. 


record fon reprints and involved Morse in 


hecame a leac set a 


hicl 
a lawsuit. which he won. 


\ short time later. the author got a call 
from Fred Friendly. “How about doing 
some research for us on the subject ot 
cigarettes and lung cancer?” Morse went 
io work—and a few weeks lates reported 
to Edward R. Murrow and 
and asked 


him to take out a camera crew. 


\lurrow. 


Friendly liked what they saw 


The result: a two-part television report 

the first of its kind on the tough subject 
of cigarettes and their relation to cancer. 

Another result: a bright new career for 
Arthur Morse. 

In February of 
named Morse 


“CBS Repor ts 


Fred 
a stall producer for the 
With thoughtful 


television documentaries winning a con- 


1900. Friendly 


series. 


stantly bigger share of the viewing audi- 
ence. he was joining a team that had 
pioneered in the field. 

Before his appointment as staff pro- 
ducer. however. Morse took a six months’ 
leave of absence to write a book “Schools 
under a Ford 
Foundation grant to the New York State 


of Tomorrow—Today!” 
Education Department. 

“| needed a secre tary tor the project. 
he recalls. “But it had to be someone 
special. Of course, shorthand and typing 
skills were a prime requisite. More im- 
portant. though. she had to be a self- 
starter—someone who could do research 
and verify facts without a lot of instruc- 
tion and supervision from me.” 

Among the many young women who ap- 
plied for the job was Elizabeth Sweeney. 
Arthur Morse interviewed her, liked what 
he heard and saw, and another member 
joined the team. 
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HUMAN Continued from page 17 


would have the material on hand to train 
other newcomers, and it would form the 
basis for an office manual that would 
be useful in future supervisory work. 

\leanwhile, Louise can minimize Joan’s 
interruptions by telling her, “If you have 
any questions, I have time to answer 
them now. Later Ill have a report to 
type, and I wont be able to help you 
until I'm through.” Personal questions 
can be ignored. Meeting them with a 
hland smile will soon discourage Joan's 
inquisitiveness. 

It may be irritating to hear a new- 
comer question procedures and remark 
that “We did it differently.” but it 
wouldn't hurt to listen to Joan’s ideas. 
Office methods change. Just because a 
thing has been done one way for years 
doesn’t mean that it’s the best or only 
method. Sometimes. the original reasons 
for doing a job a certain way—or doing 
it at all—no longer apply. If Louise can- 
not explain the theory behind a proce- 
dure or task, it would be worth while to 
check it with the office manager. 

This would be good practice for 
Louise, because a supervisor must be 
open-minded and able to evaluate sug- 
gestions. A good supervisor is always 
interested in streamlining work. Encour- 
aging employees to make suggestions 
gives them more incentive to think about 
their jobs and about ways to improve 
the work. 

If Louise is successful in training 
Joan, despite the obstacles. she will have 
earned a great deal that will be helpful 


when she becomes a full-time supervisor. 





INSTITUTE Continued from page 51 


United States and Canada—a_ two-day 
conference in a different city every week 
for two months. then one week in the 
home office to get caught up on mail and 
loose ends. When Ruth Harris was hired, 
| trained her for two months before she 
went out on her own. You'll see how 
differently we use the same basic ma- 
terial—after all, conference leadership is 
highly individual. That's what makes it 
interesting.” 

Several weeks later, hampered by a 
strike and winters icy blasts, we em- 
barked on a predawn bus trip to New 
England. Our object: attendance at the 
second day of Ruth Harris's Institute. 
We arrived in time for one of the day's 
highlights -the dramatic moment when 
the hosses’ letters were opened and read 
aloud. 

“| remember a conference several 


years ago.” Ruth told the group, “at 
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Silk, the typewriter ribbon that grows 


old without growing gray. Plus over 1000 other 
different kinds of ribbons for every typewriter and tabulator. 

The fact is, the Roytype Park Avenue Silk is the best ribbon 
you can buy today. Here’s why: it has far more strength than 
cotton ribbons, far more ink-holding ability than the nylon ones. 
Costs more, too—but you end up saving because it lasts. 

And it’s just one of the over-a-thousand different quality 
ribbons we can offer. We've got them to fit every typewriter 
and tabulator made—-and any budget, too. Even one that 
you can insert without a single smudge on your hands... the 
exclusive Royal Twin-Pak. 

Which ones are best for you? Your Roytype representative can 
help you choose exactly the right one—and the right anything 
else, too. He’s got a full stock of office supplies and a whole lot 
of knowledge. Call him. He'll be there next to immediately. 


A complete line of business supplies...expert help R 
... and the fastest service, too. F 
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which one girl sat with the dourest ex- 
pression on her face. She never cracked 
a smile or laughed at a joke. When one 
hoss’s letter was read, it contained only 
one sentence: “She's an excellent secre- 
tary. but I wish she'd smile more often!’ 
We were all embarrassed because it was 
so obvious just who he was referring to. 
The next year the girl came back. and we 
hardly recognized her as the same _per- 
son.” 

Other bosses’ comments over the years 
have included some searching self-ap- 
praisal: 

“| should explain what I expect and 
want more fully—mavbe / should be 


taking the course.” 


“She could be firmer in pushing me to 
get jobs finished—lI need it.” 

“My only gripe is telephonitis—prob- 
ably my fault for not keeping her suff- 
ciently busy.” 


Some sharply directed criticisms were 





also revealed: 


“How can she take dictation. type and 
file letters 


recollections of their contents?” 


and then have absolutely no 


“She's too coldly efficient with callers 
and visitors.” 

“She has a tendency to pull rank over 
inconsequential things and build up an- 
tagonism at her own level.” 

“I dislike being called by my first 


name in the presence of visitors.” 





Most likely to succeed 


is the girl who uses the right typing paper. 


No messy erasure marks, no strikeovers. 


Her work is always’clean and neat because an 


ordinary pencil eraser flicks away typing errors. 


She’s tops in typists—she uses 


Millers Falls EZERASE 


BOND and ONION SKIN 





: MILLERS FALLS PAPER COMPANY « MILLERS FALLS, MASS. 
MANUFACTURER OF OLD DEERFIELD BOND, GIBRALTAR ONION SKIN, MILLERS FALLS BOND 
AND ONION SKIN, EZERASE BOND AND ONION SKIN, MILLERS FALLS OPAQUE PARCHMENT 








“She is not always completely loyal.” 
“She is too sensitive—gets her feelings 
hurt easily.” 

“She is too satisfied.” 

“Speed is economy!” 

And many compliments: 
the first 
priority. She makes a good cup of coffee 


“She is nice to have around 


the second priority.” 





(Key to quiz on page 10) 


They All Rhyme with “Clean” 

l. keen: 2. scene: 3. cuisine: 4. machine; 
5. queen: 6. mien: 7. lien: 8. lean; 9. con 
vene: 10. dean. 


Colorful Grammatical Terms 

1. A modifier so placed in the sentence 
that it might apply to a word or a phrase 
that either precedes or follows it. For 
example: Not: 1 promised in the morning 
to type the report. But: | promised to type 
the report in the morning. Or: In the morn 
ing | promised to type the report. 

2. A participial phrase that is attached 
to no word in a sentence or to the wrong 
word. For example: Not: Answering yout 
letter of March 10, your order will be 
shipped next week. But: Answering yout 
letter of March 10, we are glad to write 
you that your order will be shipped next 
week. 

3. The use of a comma instead of a pe 
riod or a semicolon between two = inde 
pendent clauses that are not joined by a 
conjunction. ot: The strikers wished to 
arbitrate, the management would not agree. 
But: The strikers wished to arbitrate: the 
management would not agree. Or: The 
strikers wished to arbitrate. The manage 
ment would not agree. 

!, An infinitive in which a word ot 
phrase has been inserted between the to 
and the verb. Not: Take sufficient time to 
really learn this rule. But: Take suflicient 
time really to learn this rule. Not: Now is 
the time to, for several reasons, learn this 
rule. But: Now is the time to learn this rule, 
for several reasons. Or: For several reasons 
now is the time to learn this rule. 

5. Another name for the comma splice. 


Is It “Passed” or “Past’’? 


Passed: 2, 5. Past: 1, 3, 4. 


An Apostrophe Makes a Difference 

1. Hl. VI (contraction for 7 will or 1 
shall). 2. Wed. We'd (contraction for we 
would, we had, we should). 3. Wont. Won't 
(contraction for woll, an obsolete form for 
will, not). 4. Cant. Can't (contraction for 
cannot). 5. Its. Its (contraction for it 
is). 6. Hell. He'll (contraction for he 
will). 7. Were. We're (contraction for we 
are). 8 Shell. Shell (contraction for she 
will, or she shall. 9. Reynolds. Reynolds 
(the possessive form, as in Reynolds 
gown). 10. Witnesses. Witnesses’ (the 
plural possessive form, as the witnesses’ 
testimonies). 


One for Several 
1. illegible: 2. prompt or punctual: 3. 
inaudible: 4. perfect: 5. abolished. 
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“She is much better than she realizes; has the desire 
to learn and advance.” 

“She brings me things almost as soon as the thought 
flashes through my mind—a gem!” 

From observation we soon realized that the second day 
of the Institute presented a concrete project for each 
secretary to complete—her own highly personalized Job 
Plan. Both Mary Markulin and Ruth Harris stressed 
that this is a task that cannot—and should not—be done 
hurriedly, but kept at as steadily as possible. 

“A three-ring. loose-leaf notebook is the best binder,” 
Ruth advised. “Make an original and three copies of 
your final version, though in the beginning you will have 
to draft it bit by bit. First step is to list your duties, major 
and minor. Next comes a schedule according to daily. 
weekly, monthly, semiannual, annual and occasional 
categories.” 

She passed out copies of a guide for compiling and 
writing the Job Plan and spent the rest of the morning 
discussing each of the many breakdowns. 


“When we Job 


asked. “what do we do with the extra copies.” 


finish these Plans,” one secretary 

“The original is for your boss’s edification and use 
—and don't think he won't be astonished and pleased to 
see it. The first carbon is for yourself and anyone cover- 
ing your job, the second for your Personnel Department 
and the third for us. You can send it to Marcia Champ- 
lin, Conference Secretary, Bureau of Business Practice. 
100 Garfield Avenue. New London, Connecticut. Remem- 
ber, though, you must never include any pages of confi- 
dential information about your boss's financial affairs.” 

Five-thirty brought a flurry of reluctant good-byes, 
address-exchanging among secretaries who were strangers 
forty-eight hours earlier, promises of completed Job Plans 

and enthusiastic resolutions to come back the next time 
the Secretarial Institute opened its doors in that city. 

At dinner, Ruth brought us up to date on her back- 
eround. It included a B.S. 


an M.A. in 


IBM’s Special Methods Research Department; and eight 


in economics and finance and 


psychology; four-and-a-half years with 
years in the Orient, where she worked three years for the 
Chinese Nationalist Government and five as the head of 
her own Ocean Towing & Salvage Company. 

“If one of those help-wanted columnists were to de- 
scribe this job.” she mused, “it would probably wind up 
as ‘fun job, extensive travel, chance to meet top execu- 
tives and right-hand gals, live in swank hotels. exciting 
opportunity.” [ll admit this is all true—but it certainly 
doesn’t indicate the wear-and-tear of always being on 
the go, the transportation problems we sometimes run 
into, the problems executives and their secretaries expect 
us to solve as if by magic.” 

Checking our voluminous notes on the bus back to the 
Big City—a two-hour run that actually took over six 


added 


one more ingredient to the Recipe for a Super Secre- 


hours, two buses and two taxis to complete we 


tarial Institute: 
“Frost with one whirling blizzard and garnish with 
. cheerfully undismayed traveling companion, the Con- 


erence Leader.” 
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with qualiy WEBSTER 
CARBON PAPERS 


With Webster MultiKopy in your typewriter 
carriage you get so many advantages. 


Exclusive, Uncoated Numbered Edge makes 
earbon handling easier and cleaner. It insures 
you neatly typed, even carbons every time. 


Stays Flat even in extreme temperatures. 
Each sheet is specially treated to insure 
smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. 
You'll get crisp, clean results whatever your 
typing requirements. 


And Webster offers you a variety of other 
high quality duplicating supplies: typewriter 
ribbons in cotton, nylon and silk for all type- 
writer makes; office machine ribbons for most 
types of adding, accounting, tabulating and 
addressing machines; carbon paper rolls, and 
spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument 
oil, and duplicating fluid. 


At better office equipment dealers every- 
where make it clear you want 


Webster 


MultiKopy Durametric Carbon Papers 
Always send a ‘*Time-Saver”’ courtesy carbon copy 


F. S. Webster Company « 17 Amherst Street « Cambridge, Mass 








A SPELLING ERROR 
MEANS 
ZERO IN TRANSCRIPTION 





A spelling error on a transcription test always 
means zero. Any spelling error you make in tran 
scribing a letter makes that letter unmailable. Why 
so strict? Because if you make a spelling error on 
your job, the letter is rejected. That can be quite 
embarrassing. Don’t worry. We can improve your 
spelling quite easily, and without study 

We have gathered together o selected list of 400 
commonly misspelled words that account for most of 
your spelling errors. These are the very words that 
you misspell on a test, words like occasion, accom 
modate, receipt 

It is very difficult to learn these words by yourself, 
so Louis A. Leslie, coauthor of Gregg Shorthand 
Simplified, dictates these words to you from the 
phonograph record, and you write them down. You 
check your written spelling against the correct print 
ed copy provided, and place your score on the im- 
provement score chart provided. On your next play 
ing you will nearly always get a perfect score with- 
out any study. Mr. Leslie dictates only 20 words 
oft a time 

By following Mr. Leslie’s simple instructions you 
learn these 400 words without study. Perfect your 
spelling on these 400 commonly misspelled words 
and eliminate most of your unmailable transcripts 
Send $4 today for your DDC SPELLING RECORD to 
Dictation Disc Company, Department TS-22, 
170 Broadway, New York 38, New York. 
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EXPERTS 


Continued from page 22 


a rather hard-to-come-by commodity in 
most communities, a more dependable 
source of immediate help might be the 
local YWCA, the high school and, in 
some cases, the State Employment Serv- 
ice. Here, through interviews and pos- 
sible tests, you can learn what present- 


day standards are for speed and accu- 


racy. You can find out something about 
wages and hours and openings. You 
will be likely to find sympathetic and 


professional assistance in deciding what 
sort of work is for you: full-time. part- 
time or temporary. You may also wish 
to enroll in brush-up classes. 

But, you may ask, is all this prepara- 


After all. | had 


some pretty good jobs before | left work, 


tion really necessary? 


and I've kept up my typing and steno 
through the years. All 


very well, but 
honest as your facts may be, good as 
your ten- or fifteen-year-old references 


are, today’s boss may want more up-to- 
date information on your prowess—and 
he’s entitled to it. 

He's also within his rights to expect 


Although 


many bosses can be understanding about 


full-time job concentration. 


emergencies, too frequent a flurry of 
excuses, exceptions and conflicting de- 
mands becomes impractical—for you 
and him. Thats why it’s so important, 
even though you ve gained your family’s 
full co-operation, to step softly at first. 
here of 


The advantages part-time or 


temporary work should not be under- 


estimated on either the monetary or 
“serenity levels. 

Part-time work is particularly good 
for mothers who want to be home when 
school lets out. Its a popular choice, 
for many reasons, with women returning 
to work. Part-time jobs are often in 
small, one- or two-girl offices operating 
for a single individual. A woman can 
be on her own for a greater part of the 
and 


working day this appeals to the 


independent souls among us. Further- 
more, such offices do not necessarily de- 
mand youthful personnel, preferring in- 
stead good skills and conscientiousness. 

Temporary work, though full-time, has 
the advantage of offering work on con- 
venient days of the week. For the woman 
who is returning to work to “meet peo- 


Many 


help these 


ple,” nothing could be better. 
large firms hire temporary 
days for relatively long periods of time. 
It's both profitable and economical for 
them in terms of bookkeeping and bene- 
fits and supplies them with topnotch peo- 
ple at a moment's notice. Temporary 


agencies test their personnel, making 





sure that they are effective in skills as 
well as initiative. You can't be a slow 
starter or a shy violet here. 

The full-time 
effort, its radical departure from home 


full-time job with its 
requires a good deal of sound thinking 
and much preparation. 

Yet too often a woman. returning to 
work after many years of life at home, 
has only a vague idea of her ability to 
stand up to pressures and annoyances. to 
handle a daily work load. to get along 
with younger employees, some in posi- 
tions of authority. She will need all the 
tact and graciousness she can muster if 
she is not to substitute her mistress of 


the house or president of the garden 
club personality for impersonal business 
manners. At home. and in her neighbor- 
hood, she will have to be equally care- 
ful. particularly if she doesn’t want her 
children to be left out of activities be- 


Work 


community co- 


cause of her absence. does not 


excuse a woman from 
If she can no longer be a 


kids 


says she 


operation. 
chauffeur the 
that 


cant give her services to other groups. 


den mother or 


around. there's no rule 
Another source of friction that can be 


overcome at the outset of work .. and 
is the subject of 
to do with it. \ 


said earlier concern- 


isnt often done 


her salary and what 


lot of what we've 
ing newlyweds holds true here too. Dis- 
cussion. of and mutual 


course, agree- 


ment are vital. But with an older mar- 
ried couple. financial routines will have 
already been set up. These, if they have 
been successful. should continue. 


Recently we witnessed the rather seri- 


ous consequences of a wife's salary 
wrongly used. A little too much New 


Years punch, and Edna’s husband 
poured out a humiliating story about 
what it’s been like for him since Edna 


began working. Taking charge of the 


money herself... Joe didn’t even know 
what her salary 


Was ° she proceeded 


to buy new furniture. appliances and 


clothes. She did deposit money in their 


joint savings account but what upset Joe 





(Key to project on page 45) 


Letter | 


Line 7—fine-screen (one-thought modi 
fier): line 9—comma after publication: 
line 1l—semicolon after print, or start a 


new sentence with we: line 13—comma 


after Also: line 15—sizes: line 17—con- 
fident, delete either very or highly; 
line 18 satisfactory 
Letter 2 

Line 5—vour: line 7—comma after 
know: line 9—through: line 11—sub 
stantial: line 14—no comma after wool: 
line 15—-a-vail-a-bil-i ty: line 17 receiv 
ing: line 23—-comma after list; line 24— 


card, “remove.” 
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TW A Intercontinental Boeing 707 Jet 


A Completely New Concept 
to Bring You Erasing Speed, 
Perfection, Time Savings 


SUPER-CONVENIENT 
JET ERASERS 


SHAPE: Almost like a ball point pen. 
Wonderful in “‘feel’’ and balance, 
so easy to handle and use! 

STYLE: Smart, transparent polyethy!- 
ene holders with pocket clip or with 
whisk brush for typists. 

SIZE: Luxury-rubber cores, over 4'/2” 
long! 

SPEED: The smoothest, cleanest, fast- 
est erasing ever originated to de- 
light you, to “perfect” correcting, to 
minimize erasing time. 


EXCEPTIONAL QUALITY-RUBBER 


TEXTURES FOR ALL 
ERASING REQUIREMENTS 


MULTI-PURPOSE ERASER 

NO. 855 TWIN JET. Brand = New! 
vouble ended. Contains both gray and 
red rubber cores, each over 2” long! Gray 
rubber for erasing typewriting, business 
machine writing, ink; red rubber for pen- 
cil erasing and cleaning 

FOR PENCIL ERASING & CLEANING 
NO. 825 JET. With fine red rubber 
core. (No. 8250 with whisk) 

FOR ERASING INK, TYPEWRITING, 
BUSINESS MACHINE WRITING 
NO. 827 JET. With business-like gray 

rubber core. (No. 8270 with whisk) 
FOR BALL POINT ERASING 
NO. 838 BALL POINT JET.  Specia! 


‘ball point’’ formula green rubber. (No 
8380 with whisk) 
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Money saving refills in each texture. 


THE NO. 800 JET TRIO DESK SET 
FOR EXECUTIVE SECRETARIES 


Unusual and attractive Jet Eraser Set. 
Contains one each Nos. 825, 827 and 838 
Jet Erasers, with refill for each. In at- 
tractive, convenient size, transparent poly- 
ethylene case. 


Ask your office manager or sta- 
tioner today for Weldon Roberts 


Quality Jet Erasers or write us 
for descriptive folder. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N.J. 


World’s Foremost Eraser Specialists 


JET TRIO 
DESK SET 


Finest Quality for the Finest Erasing 





Correct Mistakes in Any Language 





the most was her attitude. Whenever 
guests came to the house and admired 
one of Edna’s new acquisitions, they left 
knowing exactly who had paid for it. 
With the information went an implied 
slur that the new addition couldn't be 
afforded previously. Wives who use 
money as a club often get clonked with 
their own weapon . . . and it serves them 
right. Now Joe hasn't mentioned his re- 
cent raise to Edna. This, naturally, is 
no way to run a home. 

And speaking of careers, we would 
now like to needle those of you who, on re- 
turning to work . . . or even changing 
jobs . . . have done nothing to improve 
yourselves professionally. So often we've 
heard women complain that they haven't 
had sufficient schooling to pursue youth- 
ful ambitions. We have neither patience 
nor sympathy for these women. Unless 
you live out in the middle of nowhere, 
there’s bound to be opportunity and 
place for your studies. Part-time and 
temporary work can provide both money 
and time for additional training. Per- 
haps only widows and divorcees, sup- 
porting their children on their own sal- 
aries, might be exempted. But few oth- 
ers. Indeed, unless yours is the sort of 
mind that seeks improvement, advance- 
ment, change for the better, it would be 
wise to think twice before embarking 
upon a renewed career. 

However, if you've made all your 
preparations carefully, eventually the first 
day of work dawns. You find yourself 
as nervous as a bride . . . or an actress 
on opening night. This is no time to be 
assailed with doubts or overconfidence. 
If you're sure of your skills and have 
literally and figuratively “put your house 
in order,” you have nothing to fear. 
There’s little that can compare with 
that feeling of being one-with-the-world 
in the hurrying throngs on a Monday 
morning, dressed up, made up, chin up. 
And after learning the first: facts about 
your new job, the new people .. . and 
you, a new person, too... not even an 
adventurer back from his farthest voy- 
age will have a more exciting return 
home. Dinner that night may not be the 
usual four-course affair, but it will more 
than make up in conversation what it 
lacks in fanciness. Hello, Cinderella! 





Our Cover Girl . . 

finds even waiting bearable. It gives 
her a chance to show off her coat 
Rain and Shine’s reversible chesterfield 
that's treated with “Scotchgard” rain 
and stain repeller. Natural, willow, 
black. Sizes 5-13, 8-18. $11. Umbrella 
by Uncle Sam. 








You won't be the first secretary to rate 
a raise after switching to Eagle-A Type- 
writer Papers. These papers make a girl 
look good! Your work will be neater and 
clearer ... and it will be so much easier 
to make changes. 
Eagle-A Boxed Typewriter Papers are 
available in letter and legal sizes in the 
time-saving Eagle-A original “Hinge- 
Top” box or in 100-sheet packets. 
Secretaries and Teachers 
For free booklet of paper samples and 
Letter Placement Guide, write on your 
firm or school letterhead to Dept. TD. 
American Writing Paper Corporation 
Holyoke, Mass. 


For faster, cleaner typing Choose EAGLE-A 


EAGLE-A 
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made by the makers of the famous 
EAGLE-A COUPON BOND, 
100% Cotton Fiber—Extra No. 1 Grade 








Why get lost in the shuffle... 
use modern Huron Copysette! 


Why put up with shuffling 
messy loose carbons and second 
sheets when you could be 


enjoving clean, convenient 


Huron Copysette? This pre 4 


aligned carbon and second 4 
sheet unit makes your work 
go faster and eliminates . 


handling of carbon surfaces 
Try Huron Copysette 
and prove it to yourself! 


Write today for free 
saniples and literature 


“Licensed unde 


No. 2,557,875 


PULLOUT Style 
MANIFOLD CARBON PAPER SETS 


Available in Canada through 


APSCO PRODUCTS, LTD 
ADORESS INQUIRIES TO DEPT. 1 


PORT HURON SULPHITE & PAPER CO. 


PORT HURON. MICHIGAN 


Toronto, Canado 
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X-acto ‘Refill 


h ‘ 
mt perfect for Office Personnel 


and Executives, too! 


e SAFE TO USE! 
Your fingers are never nea: 
the cutting edge. When 


As maneuverable as your 
ball-point pen. 


ALWAYS CONVENIENT! 


} Available at your stationer. 
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J v ), quick twist 


and blade is in- 
Stantly released for refill. 
Takes 3 styles of blades 


HANDICRAFT TOOLS, INC. 


48-41Q Van Dam Street 
Long Island City 1, N. Y. 
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‘For newspaper and magazine clippings, correcting 
spirit-type duplicating masters and Ozalid® typ- 
ing masters, opening packages, steel erasure, etc. 


| closed ‘‘See-Thru’’ Cap re- ere 
| veals the blade. : 
> * EASY TO USE! Pg 
' - 


Keep it in or on the desk No. 3-ST 
...carry it with you. PenKnife : 
(Write for free copy of Complete with blade ~ 
X-acto’s Office Knife 
Pamphlet) $] 00 

only 
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to the very handsome machine we neglected to picture 
in our January issue. This new Copyflex diazo copying 
machine (Model 105) is just about the size of a type- 
writer and designed specifically for office use. It’s quick 
and inexpensive to use. Price: less than $300. Manu- 
facturer: Charles Bruning Co., Mount Prospect, Illinois. 
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MONEY 


with Taft Republicans and both sides 


Continued from page 25 


mix financial theories in their efforts to 
determine the political future of the 
American and his dollar. 

The liberal tradition once rooted in a 
fiscal policy of laissez faire or “govern- 
ment: keep out!” now registers at the 
other end of the scale. Uncle Sam is the 
hero, private enterprise the villain. The 
average citizen, say the liberals, must be 
assured of social justice—not by his own 
efforts but by those of the Federal Gov- 
ernment. 

One of the central liberal themes is 
the development of “countervailing” 
power through Federal regulations, i.e. 


The liberal views progressive taxation 
—a tax rising with income—as a fair 
way of distributing wealth to benefit the 
many instead of the few. The conserva- 
tive would prefer a direct and equal tax 
for each person. To him it is unjust that 
one man earning $100,000 a year by his 
own skill and efforts should be forced 
to contribute 58 per cent of his income 
to the government. while the wage 
earner making $10,000 escapes with a 
12 per cent levy. 

If a man works to create abundance, 
says the conservative, he should enjoy 
the fruit of his labors. Provide security 
from the cradle to the grave with a wel- 
fare state, equalize income despite op- 


portunity and you will develop a static 


and suicidal state. Incentive to achieve 
will be replaced by apathy. 

The conservative alternative to in- 
creasing government taxation is govern- 
ment saving—an oft-heralded but rarely 
achieved objective. Federal expenditures 
on a purely domestic basis (no defense 
outlays included) increased by 79 per 
cent within the past ten years, jumping 
from 17.9 billion to 32.3 billion. Many 
of these expenditures, such as the in- 
terest on the national debt, must be 
paid but there should be room for im- 
provement somewhere. 

How this battle of the budget will 
resolve itself is as yet undetermined, but 
it is important. The result will affect not 


only your dollar—but you. 


wow 


the government must be armed with 





' laws to protect its people from the in- 
fluence that private wealth and private 
enterprise can exert upon them. One 


past example of this: child labor laws. 





There is no place within a_ purely 





liberal system for giant corporations left SOCCCEEESEEESESESESESEES 
unhampered in the pursuit of profit. Car- 
ried to a logical conclusion, the liberal 
position would indicate full public. own- 


ership where the check of competition is 


The “I can’t wait- 
oats insufficient for the public to-get married” type 


Coupled with these beliefs is a bid 
for expanded social legislation, such as A girl with marriage on her 
mind is especially eager for a 
top secretarial job. Like millions 
of her sisters, she very likely 
will hold on to her job 
after marriage. 


the recent proposal to increase medical 
care for the aged and place it under the 
Social Security System. Since expanded 


social legislation benefiting minority 





groups usually means expanded—and in- 


To attract favorable atten- 
tion—and get a promotion with 
higher pay—she uses the best 
professional tools. These include 
A.W.Faber’s STENOSTIK, the 
modern ball pen especially 
designed for shorthand. 





voluntary—tax increases for the majori- 





ty, such proposals generally meet with 
conservative opposition. 

Conservatives, while admitting the 
need for social improvement, would 


place these financial schemes on some STENOSTIK is feather-light, 
beautifully balanced, starts fast, 
flows smoothly without skip or 
clot. It helps her take 
dictation faster, cleaner and 
more efficiently. The exclusive, 
long-tapered grip reduces 
finger fatigue 


voluntary, individual basis—private in- 
surance, for example. Failing that, the 


conservative creed demands action on a 


AW Faser STENOSTIK The Ball Pen for Shorthand “ee 


local level. The government, for a con- 











servative, is never set in the liberal 
image of a rescuing angel. It is a last 
Whatever your marital 
status, you’ll be a better 
secretary with STENOSTIK. It 
belongs right alongside your 
ERASERSTIK. Full-length 
cartridge ink supply in blue, 
black, red and green. 39¢ — 
3 for $1. Join the STENOSTIK 
Club of Superior Secretaries 
today. 


resort, to be used sparingly lest power 
pass from the people to the state they 
have created. 

Where the liberal fights the unequal 
distribution of wealth that results from 
a capitalistic system, the conservative 
fears excessive government control and 
the development of a welfare state. Con- 
servative concern for a minority group 


centers more about their loss of voice 


A.W.FABER’S 


STENOSTIK: 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N. J. 
Murch, 1961 of 


under a state-based system. The liberal 





would eliminate the problems of a mi- 
nority group by using the government to 


do away with the economic and social 





differences that create them. 





































These are the beau- 
tiful coordinates that 
distinguish you as one 
who always knows how 
to dress. Heavenly soft 
pull-overs and cardi- 
gans of finest quality 
BAN-LON harmonize 
with the 100% wool 
sheath skirt that fea- 
tures a lined seat, no- 
seam lined pocket, 
self-belt and single 
kick pleat. Created 
exclusively for TOPS 
& BOTTOMS, all items 
are unconditionally 
guaranteed for one full 
year. Currently avail- 
able in Horizon Biue, 
Desert Gold, Lilac and 
Spearmint Green. 


Versatile and always 
proper, TOPS & BOT- 
TOMS are ideal for 
office, campus, or 
wherever a schedule 
demands flexibility. 








PULL-OVERS in 34-36-38-40 @ $4.95 ea. 
CARDIGANS in 34-36-38-40 @ $5.95 ea. 
SKIRTS in 10-12-14-16 @ $7.95 ea. 
Horizon Blue — Desert Gold — Lilac — 
Spearmint Green.Circle item(s), sizes 
and color desired — tear out and send 
with check or money order to: 











311 VFwWw PARKWAY 
CHESTNUT MILL 67. MASS 


tions, or even 


obligation. 


ARE YOU 
A BORE? 





A noted publisher in Chicago re- 
ports there is a simple technique of 
everyday conversation which can 
pay you real dividends in both so- 
cial and business advancement and 
works like magic to give you added 
poise, self confidence and greater 
popularity. 

According to this publisher, many 
people do not realize how much they 
could influence others simply by 
what they say and how they say it. 
Whether in business, at social func- 
in casual conversa- 
tions with new acquaintances, there 
are ways in which you can make 
a good impression every time you 
talk. 

To acquaint the readers of this 
book with the easy-to-follow rules 
for developing skill in everyday 
conversation, the publishers have 
printed full details of their interest- 
ing self-training method in a 24- 
page booklet, ““Adventures in Con- 
versation,” which will be mailed 
free to anyone who requests it. No 
Simply send your re- 
quest to: Conversation Studies, 835 
Diversey Parkway, Dept. 2823, Chi- 
cago 14, Ill. A postcard will do. 

















CPS-PLS CANDIDATES 


New 1961 CPS Study Guides: Bus. Law 


(5.00); Bus. Adm. (5.00): Actg 7.50 
Sec. Proc. (5.00). PLS Study Guides: Sec 
Proc. (5.00): Actg. (7.50): Legal Term. & 
Proc. (5.00). Practice Tests: CPS (10.00 


PLS (10.00). Selected bibliography included 
without charge, on all orders. Business Re- 
search, PO Box 7093, Long Beach 7, Cali- 
fornia. 








Try this wonderful 
new way to correct 


typing error 


s! 
> 







JUST PAINT ON...TYPE / 
OVER! WON'T CHIP, 
CRACK OR PEEL. 

ONLY 


At your stationery or art supply store... 


or send $1.00 for Introductory Kit 


LITHO-ART PRODUCTS, Inc. 


3400 Janssen Ave., Chicago 13 
60 








Diecut to Size 2’4"x3%” 
2 5 $100 
for__ 


/ 
/ TRIAL KIT 





Wallet 
Photos 


5x7 STUDIO 
ENLARGEMENT 
Mounted on 8x10 
Panel Embossed, 
Etchcraft Frame. 
FREE with each 


60 for. . .$2.00 
Plus 25¢ Postage & Handling 


25 Embossed, round cor- 
ner, deep sunk, panel 
“~~ wallet photos 24” 
x 3Y2"' made from any 
photo up to 5” x 7”. Re- 
turned unharmed with 
your FREE framed en- 
largement. POSTPAID 
for only $1.25. Satisfac- ‘ 
tion Guaranteed. [(\—— . . 


FOTO PLUS + Dept. $ - Box 10 - New York 1, N.Y. 
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THE BEST WAY TO 
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is the Mahler Way! 


“4 


/, Radiant Beauty”. . 







Thousands of women like yourself, after reading 
and following our instructions carefully, have 
learned to remove unwanted hair permanently the 
Mahler way. Re-discover the thrill of an excitingly 
w/ beautiful complexion — don’t delay another day! 

J z~ Send 10c for 16-page illustrated booklet ‘‘New 
. learn the secret for yourself 


Dept. 851¢, PROVIDENCE 15, R.1. 
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NUTTY NIBS each quality pencil 
comes topped with a different novelty: 
a roll-ball puzzle, weather predictor, 
magnifying glass, whistl—even a mys 
tery for you whodunit fans. One of the 
pencils writes four colors, too. Eight 
pencils in all for $1, ppd.: from Spencer 
Gifts, Dept. TS, Spencer Bldg., Atlantic 
City, N. J 





SHE CAN BAKE A CHERRY PIE, Billy, or 
any other kind, without having the juice 
overflow. The Clover-Leaf Pie Vent lets 
off steam that normally would separate 
the crusts. Made of aluminum, can be 
used over and over: clover-shaped. It 
will be handy this or any season. 
Four for $1, ppd.: A. R. Loisch, Dept. 
TS, 133 N. Wells Ave., Glenolden, Pa. 
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CAPTIVATOR .. . that’s you in this airy 
weadpiece and it’s also the name of the 
silk veil flatterer itself. Delightfully dec 
erated) with velvet bows and chenille 
dots. it fits all sizes and is available in 


black, 
beige, pink, white 


brown, navy, royal, 
and others. At $1.59 


14 colors: 


sai: iwo for $3. Oclkers. Dept. = 
| irchmont, ‘=, 





BEADED DEERSKIN womans moccasin 
hats a delight to wear. Hand laced, 
and bye aded: 
al color deerskin is luxuriously soft and 

» wearing. Sizes 3-10. Also available 
ith crepe sole. Order #S-43 (soft sole), 
87.95: #S-44 (crepe sole). 88.95: from 
Americana Shop, Dept. TS, 217 E. 
lodd Ave., Reed City, Mich 


foam sponge insole. Natu 





RUB-A-DUB-DUB, for you in your tub. 
Bac-O-Bath back massage cloth is won 
derful for bath or shower. Just rub soap 
on and give yourself an inaviggens iting 
massage while you wash. Only $1.25 from 


Dave Rose. Ine = Dept. — 83 16 West 
Third ~ Los Angeles 18, ( alif. 
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FAT GIRLS’ 


DIET 


Tested practical ways to take off fat, rushed by 
return mail in plain wrapper at | special prices. 





SPECIAL DIET FOR FAT STOMACHS 
AND THICK WAISTLINES— 
If it’s your stomach and waistline that’s 25c 


bothering you, here’s your diet! 





HIGH PROTEIN DIET FOR WOMEN 

PAST 35— 

Excellent healthful diet for people of ALL 
AGES! Combines plenty-to-eat with rapid 

weight loss! Very popular!.. 25c 





“SECRETS” To SPEED REDUCING— 
Important “little things’”’ discovered in 18 
years reducing thousands!............... 25c 











2-DAY “JOLT-OFF-POUNDS” DIET— 
If you need to lose a few pounds quickly, 


this diet will do it! Also recommended for 25¢ 


weight-stz andstills! 


“SHRINK YOUR STOMACH DIET’ — 
Shrinks stomach, gets appetite under con- 


trol, tells you how to lose the first few 
pounds quickly, safely! 25c 


7-DAY DETOXICATION DIET— 

Rids your body of poisons. Helps you to a 

fast start in losing pounds! 25c 
POUND A DAY “MIRACLE DIET’ — 

An infallible diet that insures the loss of 


at least a pound a day! Can be repeated 
3 days e ach month!..... 25c 


“SWEET CRAVERS DIET’ — 
The fastest and most pleasant of all! Helps 
fight your worst enemy! 25c 








HOW TO GET RID OF A DOUBLE CHIN— 
If you have a double chin you’re thought 


of as “fat’”—no matter what your weight. 
Get rid of it! : 25c 


THE FAMOUS RICE DIET— 


Frequently prescribed by physicians for 
Hypertension (High Blood Pressure) also 


excellent for pe ople who want to lose a few 
pounds F-A- S- T! 25c 


SPECIAL DIET FOR FA FAT HIPS 
AND THIGHS— 
If your weight is below the waist, this diet 25¢c 


will slim you! 


FAMOUS BANANA DIET— 


World renowned medical hospital diet, very 
we - off. rapidly! easy to follow, takes 25c 
“SLIM FAST IN 9 DAYS” — 
C -] Ss “o 
~ At Lng Jn for 90! to lose, this will d 25¢c 


18 DAY 18 POUND DIET— 
This diet insures the safe loss of considera- 
ble pounds ige in only 18 days! 


25c 


HOW TO STAY THIN AFTER LOSING FAT— 
Getting thin is one thing—staying thin an- 
other! This tells how! 


25c 
25c 


7 DAY 7 POUND DIET— 
Follow this, lose 7 Ibs. in 1 week! 


MAIL THIS COUPON TODAY 


CHECK BELOW THE DIETS YOU WANT, SEND FOR PROMPT DELIVERY. ENCLOSE COIN, MONEY 
ORDER or CHECK. Any 5 mailed to you for $1.00, postpaid. Any 10 for $2.00, postpaid. All 16 


for only $3, postpaid. No orders under $1. 


GIVEN: Weight and Height Chart PLUS Measurement Chart! 


L) FAT STOMACH 
) HI-PROTEIN 
_) “SECRETS” 
JOLT DIET 


| SHRINK STOMACH 
| DETOXICATION 
POUND A DAY 
SWEET CRAVERS 


] DOUBLE CHIN 
) RICE DIET 

| FAT HIPS 
_| BANANA DIET 


SLIM 9 DAYS 
18-DAY DIET 
STAY THIN 
7-DAY DIET 


MONEY BACK GUARANTEE 


RUTH PFAHLER, Dept. 6534, Decatur, Illinois 
| am enclosing 


If | have checked FIVE items, please send them to me for $1. If | have checked TEN 


items, please send them to me for only $2. If | have checked ALL SIXTEEN items, please send them to me for only $3. 


Name 


Address 










FREE weppinG CATALOG 


Everything for the Wedding & Reception! 
Invitations @ Gifts for the bridal party 
Table decorations ©@ Trousseau items 

Unusual, exciting personalized items. 


ELAINE CREATIONS 
Box 824 Dept. E-421 
Chicago 42, Ill. 








pin — Banal YOUR PENS? 








CaF: : 

Get VPenci-Pen with YouR NAME pr i on each pen 
Red, Blue, Black, Green pre-tested Fe ormulabs quality 
nk flows smoothly, evenly thru all-brass 5%” long cart 
ridge with .059 Medium Point Ink colors may lk 
issorted. 1 line imprint 40 letters. Money back gua 
inte You < ant lose Sample pen blank send 2 
Imprint p vw same name on each pen: $35.00 dozen 


I I 
WE PAY POST AGE 
GARDNER STAMP COMPANY 
166 South Washington St., Wilkes-Barre, Pa. 


WANTED: ALTER WANTED: ALTER EGO. 


Here is a special report on the exec 
utive secretary an 8-page reprint 
from TODAY'S SECRETARY that de- 
scribes the top-level secretary and 
her job. In this article we meet ten 
women who are the alter egos of 
some of America’s top management 
in business and government. Ideal 
for the girl who is aiming for a suc 
cessful future. | 
) 


Price—25¢ per copy 
Send your order with remittance to: 


Reprint Department 
TODAY’S SECRETARY 
330 W. 42nd Street 
New York 36, New York 











BE AN 


Romance! Travel! Adventure! Fun! 
Train in just four weeks for exciting 
flight and ground positions. Free place- 
ment service with 35 airlines. Airtine- 
trained teachers. WRITE TODAY for 
py INFORMATION—FREE CATALOG. 


MCCONNELL AIRLINE ‘scene 
1030 Nicollet Ave., Rm. A-31, ¥...¥ Minn. 











Name AGC aon 
Address Tel. No 
City Stat 








STOP MAKING asl IN 


Er GL 


With the new CAREER oa IT 5 T Ss METHOD 
you can stop making mistakes in English, build 
up your vocabulary, speed up your reading, im- 
prove your spelling, acquire real writing skill, learn 
the “secrets” of fluent conversation. Hundreds of 
men and women have become effective speakers 
writers, and conversationalists without going back 
to school—by using the CAREER INSTITUTE METHOD 
Costa little. Takes only 15 minutes a day at home 32-page 
booklet mailed FREE upon requeet. Send car ow letter NOW! 

Career institute, epi. &-1453. 30 E. Ad: ms St.. Chicago 3 
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WALLET SHO 
PHOTOS DO 25 
HANDLING 


60 for $2.00 plus 25¢ handling. \| 
MADE FROM YOUR OWN PORTRAIT ses 


perfect for job, school, and 
passport identification 


TO MAKE 
MORE 
MONEY ? 


You may be tired of just barely getting 
along, perhaps borrowing a dollar or two 
“until payday,” tired of long hours at low 
pay. But are you ready to step into a top 
secretarial job? 

Look around your office. Compare the 
shorthand speed of the girls with the top 
jobs to your own and others like you. The THE BIRTH OF NATIONS . . . these post 
answer Is simple: all other things being age stamps commemorate the countries 
equal, the 100-120 gals do all right. newly emerged in Africa: Central Afri 

Top secretarial jobs are with high-pres- can Republic. Somalia. Mali and others. 
sure executives who think and speak rapid- Bistory in briehkt colors before 
ly. When they are compelled to slow down, 
they lose the thread of thought and the 
spontaneity that can mean the success or 
failure of an important memo or letter. 
They simply can't afford not to have a top 
gal. That's why all the best jobs are in the 
offices of rapid-fire, dynamic executives 
who head big departments; big business. 


YOU CAN’T IMPROVE YOUR | ii. 2 
SHORTHAND WITH YOUR BOSS | FREE Beautiful ‘gis 


If your boss is less than perfect as a dicta- 
PORTRAIT ENLARGEMENT | 


tor (and who's isn’t) you'll be years pick- 
with each order 











your very 
eves. This unusual collection is vours for 
10 cents, ppd.: from H. E. Harris & Co., 
Dept. T36, Boston 17, Mass. 








ing up speed. If he dictates at a speed lower 
than you're now able to take, you'll find 
your speed ability dropping with every 
month...which you definitely can't afford 
unless you do something about it! 


YOU CAN KEEP YOUR PRESENT JOB 
AND SPEED UP YOUR SHORTHAND TOO | 
If you could have a half-hour of dictation ROY PHOTO SERVICE . 
practice every night, from an ideal dicta- Dept. G3, GPO Box 644, N. Y. 1, N. Y. S 
tor, in your own home...at speeds starting 
where you are now and gradually increas- 
ing until you improved 30 words per min- 
ute...would that be worth $3.98 to you? 







Famous Roy Wallet photos, finest 
silk, double-weight paper. 212." x 
31”. Send picture or negative with 
your order. Satisfaction guaranteed. 


MENS 
CEES 
PARENTS) 











SMART CIRCLE .. . quite in fashion is 
what vou ll be with this multicolored cit 


AT LAST—A NEW—ORIGINAL—EMBLEM—FOR n 


THE OFFICE GIRL, SECRETARY, re 


Of course. It’s less than you'll make extra | cle pin on your coat, jacket or searf. 
in your first dey wn that new job. . | Semiprecious stones—amethyst, topaz, TYPIST, BOOKKEEPER ‘ 
STEN-O-DISCS CAN HELP YOU GET tourmaline. carnelian and jade. in gold- a 


filled setting. One and 3% inches in di 


Each disc contains perfect, controlled- | **'™ kan a sgh ot trom. Vi a 
speed dictation by Ralph Portner, the mene, I ept. TS, 29 West 47th St., New 
“Radio Voice of Champagne Music” Start | York 36, N.Y. 

at the speed you average now, and practice | 
accuracy and clarity. When you're ready, 
go on to the next speed, increasing 10 or 
20 words per minute. Then do it again. With 

a half-hour’s practice each night, you can 
increase your shorthand speed 30 words | 
per minute or more in a matter of weeks! 


WHAT YOU WANT 























. Iry Sten-O-Discs. When that big-money Inset shows young woman seated at desk, operating 
job opens up, you ll be ready. Why not an office machine. Outer border, black enamelled, t 
mail the coupon now? reads ““rROm MINE TO FIVE.’’ Available as pin, . 
charm and dis 
=r 4 GOLD STERLING GOLD 14K l 
TENO DISC Dept. S-3 ITEM PLATED SILVER FILLED (GOLD 
I | =SP1-Pin $2.95 $4.00 $5.00 $14.95 
l — 1439 N. Western, Hollywood 27, Calif. | SP2-Charm 3.95 5.50 7.50 18.95 
Please send the following Sten-O-Discs: +SP3-Disc 4.95 6.95 9.50 25.95 ! 
7 12” 33/3 RPM ALBUMS — $3.98 EACH All prices include postage, Gift Box and Fed Tax ; 
: - - | Please specify item & finish. Send Check or Money 
| 1 60. 70, 80 tan. ae ie 138 won | | Order TODAY on Money Back Guarantee, to 
L » 7M, OV, Lj OU, W, ' w 
| [1 70, 80, 90, 100 wpm [} 90, 100, 110, 120 wpm | PERSONALIZED GIFTS CO. 
| 1.45 RPM RECORDS — $1.00 EACH | 160 Fifth Ave., Dept. 13 TS 
| Gen’! Bus. Medical Bus./Legal | New York 10, New York 
, fo) ae OC) 90 wpm C] 80wpm | CALLING EXURBANITES . . . Out in the 
80 wpm [] 100 wpm C) 90 wpm “1 . ac ) 
| 90 wpm F100 wpm | wilds where automation hasn’t set in yet, 
| & 100 wpm Legal []120wpm | Mr. Hefty, Wonder Carrier, will be your SECRETARY—GIRL OF THE YEAR 
[1110 wom ‘onl oi oF 2 , — — Here is a factual, informative, 24-page job-hunting 
| = 120 et LI _— _ | shovel and snowplow. Put your garbage reprint from TODAY’S SECRETARY that describes 
l, } 1 encl ‘ h he k = der for $ | on Mr. Hefty and roll it to the garbage briefly the national secretarial employment picture 
LJ | enclose cash, check or money order tor “ id ee inoa” ° "a and then tells through case histories what it’s like 
C] Send C.0.D. (Calif. residents add 4% sales tax) — gs ”! oy pigs Pe be cl > to work in 11 different industries and professions 
away <I inches ot snow. b -J0, ppd. Especially of interest to the girl who wonders 
| — | | ($10.95 without “snow wings”). Con- Chetiee she ie cutie’ Ser» faetieaier steers Oe 
. . na Price—25c per copy; $2.00 per dozen 
| ADDRESS | solidated Metal Products, Inc., 1028 Send order with remittance to: 
1 city ZONE... STATE | Depot St., Dept. A-155, Cincinnati 4, TODAY'S SECRETARY 
L ’ J Ohio. 330 West 42nd St., New York 36, New York 
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| AW Continued from page 28 IDAHO 


anvone else and says, “There are all BUSINESS Link's School of Business Inc. 
kinds of people in all walks of life.” BOISE IDAHO ; 


About overtime in her ofhce: there is SCHOOL Idaho's oldest. largest, and most mod 
She s: “T have very little dead- i : 


none. | says, ern. Complete Business and Automation 


line pressure, few strains, and requests training. 


‘ “Since 1906” 
for extra time off are always granted. Do DIRE TORY ince 1906 


vou wonder that this office is the BEST in 
ILLINOIS 





























the world?” 


BE’ TY JEAN CALIFORNIA 
| or . GRACE BALL: 








CHICAGO COLLEGE OF COMMERCE 


27 East Monroe CEntral 6-3312 
Secretarial—Court Reporting 












































: Send for FREE Stenograph notes 
works during the day and attends night SECRETARIAL COLLEGE Approved by National Shorthand Reporters Ass'n 
classes at Columbia College in South San Francisco by the Golden Gate ; 

Carolina. She was offered her first job Recmmlest,, eadhgtnt row we ‘Secreta : MONTANA 

four and a half years ago through refer- . ial placement ‘ a gtee hee. , — 

ence by her high school commercial de- — | BUTTE BUSINESS COLLEGE, INC 
sartmnent. Extremely interested in legal | iif ess srescesesecescees me , INC. 

work, she became secretary to William a atomeeediade Suite, Montana 

H. Duncan. who maintains a very active MEDICAL-SECRETARIAL =>"; Montana's oldest, largest, and best equipped. 


A challenging opportunity 





eneral prac tice, and her interest in the yy Ld NW) Complete Business and Automation training 
Her job is | SCHOOL FOR % Since 1890’ 
MEDICAL SECRETARIES 


full of surprises. When asked if she was | inn 
aie Approved by Son Francisco County Medical Society 


subject has steadily increased. 

















‘ a | 
CvVe!l faced with an emergency in her hoss s | e1 MON Write Claude S. Yates NEW YORK 
} «Dp ° | © ACE T 1441 Van Ness Avenue 
ibsence, she replied, “Practically every | Soe Ghammknam 4, Gee. orrr_oraesereeeSeeeeeeee 





time he is away from the office! { sually 


MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 





| decide the nature of the emergenev and. 


f | cant handle it myself. I select the | THE ACADEMY OF BUSINESS 





227-229 Quail Street 























itlorney who can best solve the problem.” San Jose San Mateo 
66 | Rapid, modern training for fine office positions in 
She comments, No assets are more valu- California's most rapidly growing area Albany 3, New York 
, " eae tet re te CLERK- tt. eee 
able for my work than a feeling of con- | IBM KEYPUNCH—COMPTOMETER—PBX- 
RECEPTIONIST—NCR BOOKKEEPING OR 
fidence in my ability and a deep sense of BANK PROOF MACHINES 
im ante ‘ Write Dept. M-61 for free information BE AN ADMINISTRATIVE ASSISTANT 
re sponsibility toward my ofhce and its 372 South First Street San Jose, California e for secretarial jobs wi 
99 and one-year courses oD stin 
clients. And.” she adds, “the best thing { faculty. Individualized guidanc 
*‘lacement servic Vor catalog write the 


Enrotiment on NY 
420 Lexington Ave., N.Y. N.Y. MU 5-3418 
122 Maple Ave. White Plains, N.Y W H 8-6466 
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about my job is to be able to manage the 


ofice and assist clients when my em- FLORIDA 


plover is unavailable, particularly during 
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HONOLULU Superior Secretarial Training 
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Oldest and Largest 
Business College in Hawaii 
Complete 
Day and Night School Curriculums 
accredited by the 
Accrediting Commission for 
Business Schools 
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Lucy Saves the Day 
To its delight. NBC discovered several 
weeks ago that a staff member was a 


secretary of hidden talents—she could 
speak Portuguese. Her knowledge of the 
language gave her a prominent place in 
the world of current events—Lucy Souza, 
a Brazilian, was asked to talk by phone 
to Portuguese Embassy officials in Wash- 
ington during the 


news play on the 


seizure of the Portuguese liner, Santa 
Maria. Her search for details yielded 
little. 


However. her 


very 
further 
required to aid the production of the 


services were 
up-to-the-minute NBC special, “Piracy in 
the Caribbean.” by translating into Por- 
tuguese a cable from Nec news to the 
ship. At 3:30 a.m., Lucy was awakened 
in her Manhattan apartment to translate 
a short return cable from rebel leader 
\t 9 the same morn- 
back in the office 
lating a 600-word response from Galvao. 


\ few 


hovering over the news desk, in confer- 


Henrique Galvao. 
ing. she was trans- 


hours later. her boss found her 


ence with producers, translating a series 
of cables to the captured cruise ship. 
The program went on that night. 
Secretary for two years to news com- 
mentator, Chet Huntley, Lucy was hired 
while her employer was honeymooning 
in Rio de Janeiro—her home town. 
Lucy s new special status as Portuguese 
translator for NBc will be short-lived. 


She hopes to return home in June. 


The Most Enviable Secretarial 
Position... 


belongs now to Miss Pamela Turnure, 
twenty-three-year-old brunette named by 
Mrs. John F. Kennedy as her press secre- 
tary. This pretty girl had been recep- 
tionist-secretary in President Kennedy’s 
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1957. She is re- 


excited about her position 


Senate office since 
portedly 


who wouldn't 


be?—and will have the 
mountainous assignment of handling the 
mail Mrs. Kennedy receives seeking in- 
Hazel-eyed 
Miss Turnure was born in New York and 
attended Colby and Mt. Vernon Junior 
Colleges. A White 


news Pierre Salinger’. staff. 


formation about herself. 


member of House 
secretary 
she also handles press arrangements for 


the First Lady. 


More from the White House— 
a Gregg Protégé 

The White House and Gregg claim 
Jack Romagna as their very own—and. 
vice versa. Official ste- 
White House, Mr. 


Romagna takes Gregg shorthand notes on 


one might say, 


nographer for the 


everything the President says and _ his 
transcripts become official records. His 
services were acknowledged by President 
Eisenhower during his last press confer- 
ence when the former Chief Executive 
asked the veteran stenographer to stand 
up and take a bow for the job he had 
done 50 well. 

British-born Mr. Romagna has worked 
under Presidents Roosevelt, Truman and 
Eisenhower and expects to continue for 
President Kennedy unless the system is 
home or 


changed. On the road at 


abroad, Mr. Romagna bats out  tran- 
scripts of Presidential remarks in cars. 
buses, airplanes or helicopters and will 
dictate from his notes for reporters want- 
ing direct quotes. We wonder how many 


words he transcribes per minute! 


Unionization Pros and Cons... 


To what extent is there a union move- 
What 


is management doing to lessen the attrac- 


ment to organize office workers? 





tion between the two? And what changes 
are experienced by management when a 
union is established in an office—are 
they positive or negative? 

Some answers were determined by a 
survey on oflice unionization by the 
National Office Management Association. 
Of 2,000 companies surveyed in North 
America, six per cent reported their of- 
fices fully or partially unionized; ninety- 
four per cent were not. 

Reasons given by management for ac- 
include: un- 


ceptance of unionization 


fair wage or salary administration: 
inadequate fringe benefits in comparison 
with those of unionized workers: lack of 
firm protection policies; and _ ill-trained 


or uninformed supervisors. But oddly 


enough, managerial operation was barely 
positively 


affected by union organiza- 


tion. For example, management-em- 
ployee relations did not improve, and 


efficiency remained largely on the same 


level. 
Results of the survey further con- 
firmed that unionization in the tradi- 


tional sense is making almost no progress 


among white-collar oflice employees. 
There already has been such a great im- 
provement in working conditions, unions 
are obsolete. 

The current problem is the develop- 
ment of personnel and industrial rela- 


tions techniques on a higher level. 


An Unnecessary Reminder... 


An extended tribute to Dr. Tom 


Dooley—we say extended because no 
tribute to this fine man could be a final 
one ... Our morning mail brought a 
twist of horror into our otherwise pleas- 
ant office when the mailman carelessly 
and indifferently tossed on our desk a 
Manila envelope, well battered after its 
lengthy trip to Hong Kong and back. It 
was a copy of our December issue carry- 
ing the article on “Dooley 's Dise Girls,” 
meant for Dr. Dooley recuperating in 
St. Theresa’s Hospital. 

Everyone was silent as one of us 
carefully placed the unopened envelope 
under a stack of papers in her bottom 
drawer. Words would have been small 
carriers for our heavy feeling of regret. 
We were further saddened by this un- 
necessary reminder that a great man, so 
dedicated to aiding the needy and the 
sick, had left this world. 

Earlier. came that he'd 
died of cancer in New York’s Memorial 


Hospital, we found some comfort in the 


when news 


+e 
his thirty-four years he had done what 
very few have done in the allotted life- 
time.” 


words of Cardinal Spellman: 


TODAY’S SECRETARY 





A girl like me, I said, 


deserves a postage meter! 


“I’m useful. I'm busy. I spend hours 
on the phone every day. I do oodles 
ot odd jobs around here. I'm too bright 
to waste time sticking stamps, sealing 
envelopes. And I’m too well paid. 

“That's what I told the boss. Okay, 
he said. So we got a postage meter. 
Golly! Why didn't I pipe up ages ago?” 

When postage meter: 
You bypass those GI glued stamps. Get 
rid of stamp sticking and good-bye 
government stamped envelopes. Keep 


you have a 


the stamp box for petty cash. 

You always have the right stamp — 
because you print it. Any amount for 
any kind of mail. Right on the envelope, 
or on special tape for parcel post. Plus 
your own small ad, if you want one. You 
stamp and seal a day’s mail in minutes! 


How do you buy postage? Go to the 
nearest postotlice. They set the meter for 
as much as you want to buy, a little or a 
lot. Postage in the meter can’t be stuck 
together, swiped, borrowed, burned up, 
or blown away! Also, it’s automatically 
accounted for! And metered mail takes 
less time in the postoffice, can often 
make earlier planes and trains. 

You're too small for a meter? Not 
at all! More than a hundred thousand 
small mailers use the DM, desk model 
postage meter. One-third of DM users 
average less than $1 a day for postage 
— like the DM for its convenience. 

Like to have a demonstration in your 
office, no obligation? Call the nearest 
Pitney-Bowes office. Or send coupon 
for free illustrated booklet. 























" 


FREE: Handy desk or wall chart of latest postal ; x, =v@ é! 
rates, with parcel post map and zone finder. O ‘ a oak 
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»t mailing machines 139 offices in U.S. and Canada. 
Dept. 399, 9V9 Yonge Street, Toronto. 


Made byt € leading 
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Now, end “‘carbon-paper cuffs” with smudge-proof 





Everlasting Carbon Transfer Tissue by Remington Rand 


Now, wear long-sleeved white blouses to work without 


worrying about old-fashioned, smudge- 
pot carbons. 


For revolutionary Everlasting Carbon 
Transfer Tissues produce copies that are 
clean to handle—truly smudge-proof. 


So easy to work with, too! They lie flat! 
Stay flat! Never slip in your typewriter! 


How to get them? Just tell your boss that 
Everlasting Carbon Transfer Tissues 





Send for your free Everlasting 
Carbon samples today. 


last three times as long as ordinary carbons... one 


weight and one finish will do over 90% 
of all type jobs on manual or electric 
typewriters . . . make clearer, crisper 


copies—slash inventories too! . 

So go ask your boss...and A 
look beautiful all day long! a. 
DIVISION OF SPERRY RAND CORPORATION 
New York, N. Y. 





315 Park Avenue South 








